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GUIDANCE FOR USE OF HRDC'S PERSONNEL

POLICIES AND PROCEDURES MANUAL

The Allegany County Human Resources Development Commission, Inc. (“HRDC”) believes in promoting an atmosphere of open communication and cooperation among all of our personnel.  Toward that end, this manual summarizes the benefits, policies, procedures and work rules of the HRDC.  It supersedes in all respects any prior policy and procedure manuals, benefits handbooks or practices of the HRDC and serves as a working guide for our staff. 
  Nothing in the Manual or any of HRDC’s policies, practices or procedures constitutes an express or implied contract of employment or warranty of any benefits. Employment at HRDC is a voluntary, at-will relationship for no definite period of time.  

That said we hope to have a long and mutually beneficial working relationship. The HRDC promotes and firmly believes in positive working relationships with all employees. However, from time to time, in response to unanticipated situations, the HRDC may at its sole discretion, amend, supplement, modify or eliminate one or more of the benefits, work rules or policies described in this Manual without prior notice.  The HRDC will make every effort to ensure that as much advance notice as possible is given to affected employees with regard to any adverse incident.  The HRDC also expects and appreciates as much advance notice as practical from employees who terminate their employment with us, even though employees have the right to terminate their employment relationship for any reason with or without cause or notice at any time.  The HRDC reserves the right to do the same.  No one has the authority to bind HRDC to any agreement contrary to the foregoing except the Board Chair, who must do so in writing.

Any questions, comments, or concerns about the contents of this manual should be addressed to your immediate supervisor, who may seek technical assistance form the fiscal and/or personnel departments.  The HRDC highly values its most precious resource, its employees.  The HRDC intends for this manual to be a valuable resource for all personnel.

. 

INTRODUCTION
PURPOSE OF HRDC'S PERSONNEL POLICIES AND PROCEDURES

The purpose of this Personnel Policies and Procedures Manual is to clarify the conditions of employment and to establish an understanding by both the employer and the employee of regulations governing their relationships.  If any section of this document is in conflict with the Community Services Block Grant Regulations, State Department of Employment and Social Services, HHS, State Office on Aging or some branch of the government, then the provision of that headquarters' instruction will apply.  

If any section of this document is in conflict with the provisions of the Collective Bargaining Agreement between HRDC and the United Food and Commercial Workers Union, Local 27 (“UFCW”), the terms and conditions of the collective bargaining agreement shall govern for those HRDC employees represented by UFCW.

CHAPTER I - GENERAL

A. 
MISSION OF ALLEGANY COUNTY HUMAN RESOURCES DEVELOPMENT 

      COMMISSION, INC.

HRDC, a nonprofit Community Action Agency in Allegany County, strives to eliminate social and economic barriers to promote individual and community stability through services, advocacy and collaboration.

B.  RESPONSIBILITIES

1.  BOARD OF DIRECTORS OF HRDC

The Board of Directors constitutes the membership of the corporation and is comprised of representatives of target area groups, elected officials (or their designee) and private sector groups.  Officers are elected and committees are formed in accordance with the constitution and by-laws of the Agency.     

The Board of Directors is the policy-making unit of the Agency.  In its policy-making role, the Board is responsible but not limited to;
symbol 183 \f "Symbol" \s 10 \h  Identify the needs of the community,
symbol 183 \f "Symbol" \s 10 \h  Establish the long and short range objectives of the agency,
symbol 183 \f "Symbol" \s 10 \h  Formulate strategic plans for the organization,
symbol 183 \f "Symbol" \s 10 \h  Approve overall program plans and priorities,
symbol 183 \f "Symbol" \s 10 \h  Determine major personnel, fiscal, and program policies,
symbol 183 \f "Symbol" \s 10 \h  Approve proposals for financial assistance,
          symbol 183 \f "Symbol" \s 10 \h  Approve major purchases,
symbol 183 \f "Symbol" \s 10 \h  Assure compliance with the conditions of financial assistance and
symbol 183 \f "Symbol" \s 10 \h  Hire, Evaluate and Terminate the Executive Director.

The Board of Directors assumes responsibilities for programs for which it receives funds in accordance with the regulations and/or guidelines established by each program-funding source.

The Board of Directors meets as a body six times per year.  These meetings are open to the public and are held to transact such business that is necessary to achieve the above stated responsibilities.  Committee meetings are held on a regular basis to review, plan, and evaluate program plans and policies.  Reports and recommendations from the committees are presented to the full Board for action and/or information.

2.  HEAD START/EARLY HEAD START'S POLICY COUNCIL

Under HHS guidelines, Head Start/Early Head Start's Policy Council is entrusted with sharing administrative responsibilities of the Head Start /Early Head Start Program with the Board of Directors.  Policy Council is involved with the administration of the program including program planning, personnel administration, grant application process, and program evaluation.  
See: Head Start/Early Head Start Impasse Procedure for more detailed information.

3.  SENIOR STAFF

a. Executive Director        

(1)  Is the chief administrator for the activities and programs of the Agency and is a full-time, salaried, contractual employee of the Board of Directors.

(2)  Delegates responsibility for administering programs to staff members of the Agency as he/she deems necessary for a well-operated, efficient organization and evaluates their performance.

(3)   Hires and terminates Department Directors, Administrative Resources Staff and Executive Secretary.

(4)  Has the final approval for the hiring and termination of other personnel within the Agency.

	   b.  Department Directors:
	
	Deputy/Development Director

Director of Children and Family Services

	
	
	Director of Elder Services

	
	
	Director of Finance

	
	
	Director of Housing and Community Resources

	
	
	Director of Personnel Services


(1) The duties and responsibilities of the Department Directors are determined by the Executive Director.  

(2)  Department Directors are full-time, salaried, employees.

  c. Administrative Resource Staff:       

· Assistant to the Executive Director

· Deputy/Development Director    

(1) The duties and responsibilities of each Administrative Resource Staff member are determined by the Executive Director.

(2)  The Executive Director hires and terminates the Administrative Resource Staff.

(3)  The Administrative Resources Staff are full-time, salaried, employees.

4.  PROGRAM DIRECTORS AND PROGRAM STAFF

a. Program Directors

(1) The duties and responsibilities of each Program Director are determined by the Department Director and approved by the Executive Director.  When determining the duties and responsibilities of the Head Start/Early Head Start Director, the Executive Director shall work cooperatively with Head Start/Early Head Start's Policy Council.

(2)  The Department Directors hire and terminate Program Directors in consultation with the Executive Director.  In the case of the Head Start/Early Head Start Director, Head Start/Early Head Start's Policy Council is involved as outlined in the Head Start/Early Head Start Impasse Procedure.

b. Program Staff

(1)  The duties and responsibilities of each program staff person are determined by the Program Director and approved by the Department Director, and Executive Director.

(2)  Program Directors initiate and participate in all actions concerning the hiring and termination of Program Staff personnel.

C.  EMPLOYEE CATEGORIES AND CLASSIFICATIONS

1.  CATEGORIES:  All employees within HRDC are categorized into one of five basic categories.

a. Senior Staff (Non-Union): The following positions are categorized as Senior Staff and incumbents are employed as full-time, salaried, employees.  Wages, incentives, benefits, and working conditions are approved by the Board of Directors and outlined in this document:   

(1)  Executive Director (contracted)
(2)  Department Directors

b.  Key Staff and Management Positions (Non-Union): The positions listed below are categorized as key staff and management.  Wages, incentives, benefits and working conditions for these positions are approved by the Board of Directors and included in these policies and procedures.  

(1)  Program Directors

(2)  Program Managers

(3)  Head Start/Early Head Start Component Managers

(4)  Center Managers/Coordinators

(3)  Administrative Resources Support Staff

(4)  Fiscal and Personnel Department Support Staff

c.  Program Staff Positions (Union eligible) - Paid by HRDC: All other positions paid by HRDC are staff positions and incumbents are employed in one of the classifications as defined in paragraph 2 below.  Where as UFCW has been certified by the National Labor Relations Board as the representative of all employees of HRDC [excluding senior staff, key staff and management positions, and casual employees (those who are employed on a regular, limited, or temporary basis who work less than a 4 hour day or 20 hour week)].  Wages, incentives, benefits, and working conditions for most program staff positions paid by HRDC are subject to collective bargaining and are established in the current agreement.  Wages, incentives, benefits, and working conditions for casual staff positions paid by HRDC are as established in these policies and procedures.

d.  Program Staff Positions - Paid by Others:  Positions that made available to HRDC by outside organizations which dictate wages, incentives and benefits for such positions.  HRDC selects incumbents and establishes working conditions in these policies and procedures.

e. Consultants:  A person who provides expertise in a particular field based upon a specific written agreement with or without compensation.

2.  EMPLOYEE CLASSIFICATIONS

Employees fall into one or more of the following classifications:

a. Regular Full-Time:  Any employee whose regularly scheduled work hours are at least 35 hours a week for 12 months a year.

b. Regular Part-Time:  Any employee whose regularly scheduled work hours are at least 20 hours a week but less than 35 hours a week for 12 months a year.

c. Limited Full-Time:  Any employee whose regularly scheduled work hours are 35 hours a week for a program that operates between 2-11 months a year.

d. Limited Part-Time:  Any employee whose regularly scheduled work hours are at least 20 hours a week but less than 35 hours a week for a program that operates between 2-11 months a year.

e. Temporary Full-Time:  Any employee hired in a new short-term position (less than 4 months) as an emergency measure to meet a crisis or to reduce a back log whose regularly scheduled work hours are at least 35 hours a week.

f.  Temporary Part-Time:  Any employee hired in a new short- term position (less than 4 months) as an emergency measure to meet a crisis or to reduce a back log whose regularly scheduled work hours are at least 20 hours a week but less than 35 hours a week.

g. Continuous Operation Employee:  An employee who works in any classification which, by design or job description, provides client services on an uninterrupted basis, 365 days per year.

h. Casuals:  An employee who works less than 20 hours per week.

i. Substitutes:  An individual hired to fill a position whose incumbent is absent because of illness, leave of absence, vacation, etc. are classified as substitutes.  

j. Non-Union: All senior staff, key staff, and management personnel are non-union.  All program staff paid by others and those program staff paid by HRDC whose regular scheduled work hours are less than 20 hours a week (casuals) are also non union.  

k. Union Positions:  All program staff positions whose regularly scheduled work hours are at least 20 hours a week are union.  Substitutes shall become union eligible upon completing nine hundred (900) hours of employment during an eighteen (18) month period. 

.

l. Exempt Positions:  Exempt positions are those positions within the Agency that are exempt from the minimum wage and overtime provisions as outlined in the Fair Labor Standards Act.  All Schedule III positions are classified as Nonexempt positions.

m. Nonexempt Positions:  Nonexempt positions are those positions within the Agency that are subject to the minimum wage and overtime provisions as outlined in the Fair Labor Standards Act.  All Schedule I, and II positions are classified as Nonexempt positions.

D.  APPLICABILITY OF POLICIES

1. These policies and procedures apply to all employees paid by HRDC unless such policies and procedures are in conflict with current federal, state, or local government rules or regulations, the agreement between HRDC and the UFCW, or the individual employee's employment contract in which case the latter shall apply.

2.  With the exception of Chapters covering PROBATIONARY PERIOD, WAGES, SALARIES AND JOB LEVELS, and BENEFITS all provisions of this manual apply to those employees paid by others

CHAPTER II - RECRUITMENT AND SELECTION
A.  GENERAL POLICY 

1.  HRDC is committed to equal opportunity for all persons, regardless of race; color; religion; creed; age; sex; national origin or ancestry; marital status; sexual orientation; genetic information; status as a disabled, Vietnam era or other protected veteran; union affiliation; or status as a qualified individual with a disability, in accordance with applicable laws. HRDC will not tolerate any unlawful discrimination and any such conduct is prohibited. This commitment affects all conditions and privileges of employment including (but not limited to) recruiting, hiring, training, promotion, and compensation.  

2.  It is the policy of the Agency that every consideration will be given to providing equal employment opportunities to low-income persons, especially those who have been denied the benefit of formal education and who are qualified and willing to learn to perform new functions.

4.  Applications for employment are accepted from all persons, and employees are also encouraged to apply for positions as vacancies occur.

B. AFFIRMATIVE ACTION 

HRDC has established a written Affirmative Action Plan with respect to equal employment opportunity.  This AAP has been prepared in conformity with Executive Order 11246 and the implementing regulations of OFCCP, 41 C.F.R. Part 601 et seq., including Revised Order No. 4, as amended, 41 C.F.R. Part 602.  This AAP is designed to provide guidance to management with respect to HRDC’s commitment to full implementation of its EEO/affirmative action policy.  HRDC’s official policy statement, signed by its President, is included in the Plan.  HRDC’s policy includes without limitation, the following commitments:

It will be the policy of HRDC, in accordance with all applicable laws, to recruit, hire, train and promote persons in all job titles without regard to race, color, religion, sex, age, disability, or national origin, or any other basis prohibited by applicable law.

All employment decisions shall be consistent with the principle of equal employment opportunity, and only valid qualifications will be required.

All personnel actions, such as compensation, benefits, transfers, social and recreational programs, will be administered without regard to race, color, religion, sex, age, disability, or national origin, or any other basis prohibited by applicable law.

To assure compliance with HRDC’s Affirmative Action Plan, the agency’s Director of Personnel, has been designated as the agency’s Affirmative Action Officer and has been charged with the responsibility of administering and monitoring the plan and make reports to Senior Management.  The Plan is available for inspection in accordance with applicable regulations.
C.  NEPOTISM

The following rules shall be observed with respect to persons whose employment is supported by Federal and State funds.

1.  No person shall be hired by HRDC while either he/she or a member of his/her immediate family serves on a board, committee, grantee, or delegate agency if that board, committee, or agency has the authority to engage in personnel actions, including hiring that would directly or indirectly affect the person's job.  Conversely, no person who is a current employee or who has been an employee within the past two years shall be considered for a position on the board of directors.  
2.  No person shall be employed with HRDC in a position over which a member of his/her immediate family exercises supervisory authority; or, in a position exercising supervisory authority over a member of his/her immediate family. 

3.  For purposes of this section, being employed with HRDC includes:

      regular employees

limited employees

      temporary employees

substitutes employees
      full-time employees

             part-time employees

4.  For purposes of this section, a member of an immediate family shall include any of the following persons:

	husband
	
	sister

	wife
	
	father-in-law

	father
	
	mother-in-law

	mother
	
	sister-in-law

	daughter
	
	brother-in-law

	son
	
	daughter-in-law

	brother
	
	son-in-law

	domestic partner
	
	other close personal relationship (such as a significant other in the same household)


CHAPTER III- PROBATIONARY/TRIAL PERIODS

POLICY:  All new, transferred, or promoted employees will serve a probationary/trial period.  This will be a period of training in which the employee becomes acquainted with his/her new duties, job description and all phases of his/her work.  The immediate supervisor will counsel the new employee as to his/her duties, responsibilities, hours of work, rate of pay, reports to be filed, chain of authority, job structure and employee benefits.  IMPORTANT NOTE:  The successful completion of this period should not be construed as creating a contract or guaranteeing employment for any specific duration, or establishing a "just cause" termination standard.

 DEFINITIONS
Probationary Period:  The first 90 (newly hired union), or 180 (all other employees)) calendar days of an employee's tenure in a position shall be considered as that employee's proba​tionary period.

Trial Period:  The first 90 (newly transferred or promoted union), or 180 (all other employees) calendar days of an employees' tenure in a position shall be considered as that employee's trial period.

A.  SCHEDULE I (Union Positions)

1.  The first 90 calendar days of any newly hired union employees' tenure in a position shall be considered as proba​tionary.  Such employees may be terminated during such period for any reason other than upholding union principles or engag​ing in activity of the union.

2.  The first 90 days of any transferred or promoted employees' tenure in a position shall be considered a trial period.  Should the supervisor of the employee reasonably determine at anytime within the 90-day period that the employee is unable to successfully perform the duties of the position he or she will be relieved of their duties.  See Union Contract Article 7 for placement rights within the bargaining unit.  The determination concerning the employee's ability to successfully perform the duties of the new position shall not be made prior to the 30th calendar day of the trial period.

3.  At intervals of 30 calendar days, performance evaluations will be made in writing via the Agency evaluation form, Performance Appraisal Review (HRDC Form # 410, Appendix HH).  

4.  A decision as to the suitability of the probationary employee for the position will be made by the supervisor.  In the event that an employee is recommended to be terminated or relieved, the action is subject to review by the Executive Director, who will notify the employee of his/her decision.  

B.  SCHEDULE II POSITION (Non Union Positions)

1.  The first 180 calendar days of any new employee's tenure in a position shall be considered as probationary.  For promoted or transferred employees, the first 180 calendar days is considered a trial period.  Such employees may be terminated during such periods.  The probationary or trial period may be extended at the discretion of HRDC.

2.  During this period, your Supervisor may discuss your performance with you.  A decision will be made, in HRDC's discretion, about granting you regular employee status, extending your probationary period, or terminating the employment relationship.  In the event that an employee is recommended to be terminated, the action is subject to review in accordance with HRDC’s policy on discharge appeal conferences by the Executive Director.

C.  BENEFITS DURING PROBATIONARY PERIOD 

1.  SICK LEAVE 

a. During the probationary period, employees are eligible for paid sick leave only to the extent earned.  
b. Sick Leave has no pay-in-lieu-of cash value during the probationary period. 
2.  ANNUAL LEAVE - During an employee’s probationary period, annual leave benefits do not accrue. Upon the successful completion of the probationary period, the employee’s length of service, for purposes of calculating annual leave, will be computed from the date he/she was first employed and has maintained uninterrupted service with the agency

3.  HOLIDAY/PERSONAL DAYS - Employees can earn, and to the extent earned may use Holiday/Personal days during their probationary period. However, no monetary compensation is granted for unused Holiday/Personal days during the probationary period.
D.  GENERAL

1. See also section on- PROBLEM SOLVING PROCEDURE, for applicability to employees on probation.
2. See also:  Union Contract.
CHAPTER IV - WAGES/SALARIES AND PAYROLL PROCEDURES

A.  POLICY

Wages are set by the Board of Directors or in accordance with the Agreement between the UFCW and HRDC
B.  PAY PERIOD

The combination of two consecutive workweeks will constitute an Agency pay period.  There are 26 pay periods per calendar year.  All employees receive a paycheck on every other Friday for their work in the previous two work weeks, unless that particular Friday happens to be a holiday.  In such case, you receive your paycheck on the last work day preceding the holiday.  Unless other arrangements have been made, i.e., U. S. Mail, paychecks are delivered to the employee’s worksite.  
C.  PAYROLL PROCEDURES – ALSO SEE FISCAL OPERATIONS MANUAL

HRDC will not release your paycheck to anyone other than you, except with your written authorization.  Remember also that HRDC is required by law to make deductions from your paycheck for federal and state withholding taxes, and for social security taxes (FICA).

You may voluntarily authorize in writing additional deductions from your paycheck for your contribution to our benefit plans and other items permitted by HRDC.  It is your responsibility to be certain that all such deductions are correct.

You may also authorize HRDC to pay you by direct deposit to your designated bank account.

EXEMPT EMPLOYEES - DEDUCTION FROM SALARY PROBLEM SOLVING PROCEDURE
HRDC prohibits improper pay deductions from exempt employees’ pay in accordance with 29 CFR Part 541.602-603.   In the event that an inadvertent or isolated improper deduction occurs, HRDC will reimburse the employee for the improper deduction and will make a good faith effort to ensure that the incident does not occur again in the future.

Any exempt employee that believes an improper pay deduction has occurred should:

1. Report the discrepancy immediately to his/her supervisor.  The supervisor will research the situation and respond to the employee as soon as possible, usually within 3 business days. 

2. If the employee is not satisfied with the explanation, he/she should discuss the matter further with the Executive Director.

3. If the deduction is found to be an improper deduction the employee will be reimbursed in the paycheck issued on the next scheduled payday.  

4. If it is determined that an improper deduction has occurred, the Executive Director will follow up with the employee’s supervisor to insure the supervisor understands proper payroll procedures. 

5. There will be no retaliation against any employee who makes a complaint regarding improper deductions from salary.

CHAPTER V - WORK SCHEDULE/OVERTIME/COMPENSATORY TIME

A.   WORK WEEK AND HOURS OF WORK

The basic workweek shall be Monday through Friday for all pro​grams except Homeless Services, which shall operate 7 days a week.  The "work week" begins at 12:01 a.m. on Sunday and ends at 12:00 midnight the following Saturday.  HRDC’s "payroll week" coincides with the work week.  The "regular" work week for most employees consists of thirty-five (35) hours of work within the work week, with two (2) days off each week whenever possible, in HRDC's discretion.  HRDC's pay practices, procedures and records are the basis for establishing the number of hours worked by each employee, and govern all questions pertaining to hours worked, overtime, and all other pay issues.  Nothing in this Manual is a guarantee by HRDC of hours of work per day, per week, per year, or on any specific work schedule.

B.  OFFICE HOURS

The Central Office is open from 8:30 AM - 4:30 PM.   Program hours are dictated by program needs.  Further, hours of work are determined by HRDC to meet its needs.  Your Supervisor will advise you of your regular work schedule, meal periods, and arrangements for personal breaks.  
C.  NON-EXEMPT EMPLOYEE HOURS AND WORK WEEK

1.  HOURS

a. General:  Specific hours shall be established for each employee based upon program needs.  Regularly scheduled hours for most employees normally will not exceed seven hours per day or 35 hours per week (regular full-time employees).  Individual schedules may be established which call for greater than or less than seven hours based on HRDC’S needs.

b. Split Shift Work:  See Union Contract
2.  MEAL PERIODS/EVENING MEETINGS

a. Hours of work shall normally be consecutive except for evening meetings and meal periods.  Meal periods are normally one-half to one hour in length at approximately the middle of the workday -- depending on the position.  However, meal periods must be scheduled to meet the needs of HRDC in accordance with instructions from your supervisor.  

b. Union employees see Union Contract
3.  OVERTIME

There will be no paid overtime for any employee, except in unusual circumstances approved by the Executive Director.  If you are a non-exempt employee, you will be paid one and one half-times your regular rate for all hours you are required to work in excess of forty (40) in a work week.  The amount of overtime work and employees assigned to work such overtime hours is established by HRDC.  There will be no duplication or pyramiding in the computation of overtime and other premium wages.  No employee will be paid more than once for the same hours worked.

a.  Permission to Work Overtime
(1)  An employee must receive approval from his/her immediate supervisor and the Executive Director before working overtime.

(2)  An employee who anticipates a need to work overtime must provide his/her immediate supervisor with:

(a)  the date of the planned overtime hours;

(b)  the reason for the time being worked beyond normal working hours;

(c)  the number of hours to be worked;

(3)  The employee will complete the HRDC Request to Work Overtime Time Form (HRDC Form # 150 Appendix Z) at the time of the employ​ee's request to work overtime.  If approved, the supervisor shall attach the documentation to the employee's time sheet.

D. EXEMPT EMPLOYEES -- HOURS and WORK WEEK

1.  HOURS

Exempt employees are not eligible for Overtime or Compensatory Time.  The normally expected working period for the exempt employee shall be 35 or 40 hours per week (depending on the provisions outlined in his/her particular employment contract); however, the exempt employee will work additional hours per week without additional compensation to the extent such time is reasonably necessary to carry out the duties and responsibilities set forth in that employee's job description.  

a.   Partial Day Absences
(1)  Part-day Absences Due To Employee Illness or Health Care Appointments 

(a)  Accrued Sick Leave Available
(i)    When accrued sick leave is available, the exempt employee must use that accrued sick leave to account for partial day absences in a pay period in which a partial day's absence will cause the employee's total work-hours to be less than the normally expected work period established for that position.  The amount of leave to be used to account for the partial day’s absence will be determined by subtracting the time worked in the pay period from the normally expected work period established for that position. 

(ii)    Exempt employees need not account for partial day absences due to illness or health care appointments in a pay period in which a partial day's absence does not cause the employee's total work-hours to be less than the normally expected work period established for that position. 

(b)  Accrued Sick Leave Not Available -- When accrued sick leave is not available, the exempt employee's pay will not be "docked" for partial day absences due to illness.

(2)  Partial Day Absences Due To Personal Reasons

(a)  Accrued Paid Leave Available
(i)    When accrued paid leave(s), i.e., Annual and Holiday/Personal days are available, the exempt employee must use some form of accrued paid leave to account for partial day absences in a pay period in which a partial day's absence will cause the employee's total work-hours to be less than the normally expected work period established for that position. The amount of leave to be used to account for the partial day’s absence will be determined by subtracting the time worked in the pay period from the normally expected work period established for that position.

(ii)    Exempt employees need not account for partial day absences due to personal reasons in a pay period in which a partial day's absence will not cause the employee's total work-hours to be less than the normally expected work period established for that position. 

(b)  Accrued Paid Leave Not Available -- When accrued paid leave(s) are not available, the exempt employee's pay will not be "docked" for partial day absences.

b.  Full Day Absences
(1)  Absences of a Full Day or More Due To Illness  

(a)  Accrued Sick Leave Available -- When accrued sick leave is available, the exempt employee must use that accrued sick leave to account for full day absences.
(b)  Accrued Sick Leave Not Available -- When accrued sick leave is not available, HRDC will use some other form of accrued paid leave to account for full-day absences, or, if the employee has no other paid leave available, docked the one day of pay.

(2)  Full Day Absences Due To Personal Reasons

(a)  Accrued Paid Leave Available -- When accrued paid leave(s), i.e., Annual leave and Holiday/Personal days are available, the exempt employee must use some form of accrued paid leave to account for full day absences.
(b) Accrued Paid Leave Not Available -- When accrued paid leave(s) are not available, the exempt employee will be docked one day of pay.

CHAPTER VI - EMPLOYEE BENEFITS

In addition to the regular paycheck you receive for working at HRDC, we offer numerous benefits, services, and conveniences to help provide protection and assistance for you and your family.  The value you receive from these benefits and services is really a "hidden paycheck" provided by HRDC, with a value of over one-third of your base pay.

HRDC’s insurance, pension, and other plan benefits are discussed in more detail in separate booklets, and in the formal contracts and other plan documents.  In the event there is any question or conflict in language or interpretation between those booklets and documents in relation to the provisions of this Manual, the terms of the actual contracts and other plan documents will control over the summaries in this Manual.  It is further understood that nothing in any of the benefits plans summarized in this Section will be considered a waiver of HRDC's standards of attendance as stated elsewhere in this Manual.

Here are some of the highlights of HRDC's employee benefits program, and a number of other services and conveniences HRDC offers you in recognition of your value to HRDC:

A.  STATUTORY BENEFITS 

1.  SOCIAL SECURITY
Social Security will be deducted from the employee's salary at the current rate and will be matched with the same percent by the Agency.       

2.  UNEMPLOYMENT COMPENSATION

All employees of the Agency are covered under the Maryland Unemployment Insurance Law.  Benefits are determined by State Law.

3. WORKER'S COMPENSATION

a. General
      The Agency provides Worker's Compensation Insurance for all employees.

b. Reporting Requirements
(1)  All HRDC employees are required to report all accidents, injuries or illnesses that occur on the job to his/her supervisor immediately.  The notice may be written or oral.  The immediate supervisor then completes the HRDC Accident Report (HRDC Form # 185 Appendix FF) which is to include statements from any witnesses.  These reports must be forwarded to the Department Directors no later than one business day after the supervisor has been informed of the accident or illness unless extenuating circumstances prevent compliance to the aforementioned reporting requirements.  

(3)  HRDC Accident Report and Worker's Compensation forms are filed with the Department Director who will forward them to the Personnel Department for processing.
(4)  Blank Accident Report forms are available to all employees on HRDC’s internal computer network.  If you are unable to obtain a form from HRDC’s computer network ask your supervisor to obtain a form for you.

c. Compensation
Employees absent from work due to a work related injury may use any accrued sick leave during such absences in accordance with HRDC policy.    

4.  FAMILY AND MEDICAL LEAVE

It is the policy of HRDC to grant periods of unpaid leave to employees who request time off for family or medical reasons, in accordance with the Family and Medical Leave Act of 1993 ("FMLA").  The eligibility criteria and general guidelines used in administering this policy are set forth below.

Covered Employees.  To be eligible for leave under the FMLA, you must have been employed by HRDC for at least twelve months, whether consecutive or intermittent, and worked at least 1,250 hours during the twelve-month period preceding the leave.

Reasons for Leave.  You may request leave under the FMLA for the following events:  birth of a child; placement of a child with you for adoption or foster care; time needed to care for a spouse, child or parent with a serious health condition; or you are unable to perform your job due to your own serious health condition.  For purposes of this policy, a serious health condition is an illness, injury, impairment or physical or mental condition that involves inpatient care in a hospital, hospice or residential medical care facility, or continuing treatment by a health care provider.

Length of Leave.  Leave under the FMLA is limited to a total of twelve work weeks during a twelve-month period.  In determining the amount of FMLA available to you, we will consider the twelve-month period preceding the date the leave is to be used.  Leave taken to care for a sick family member or because of your own serious health condition may be taken intermittently or on a reduced work schedule when medically necessary and supported by certification from your doctor or other health care professional.  In such a situation, however, you may be transferred temporarily to a position which, at the discretion of HRDC, better accommodates the leave schedule, but is equivalent in pay and benefits to the position held prior to the leave.  FMLA leave taken for the birth of a child, or for the placement of a child for adoption or foster care, must be taken as a single block of time, unless otherwise agreed to by HRDC, and eligibility for such leave ends twelve months after the date of birth or placement.

Pay Status During Leave.  Your pay status during a period of leave under the FMLA will depend on the reason for the leave, the length of the leave and the amount of available (i.e., earned but unused), sick, vacation and holiday/personal time as of the beginning of the leave.  You will be required to utilize the sick, vacation and holiday/personal time which you have available to cover all or a portion of your absence in accordance with applicable policy, and you will receive full pay until your available paid leave is exhausted.  If appropriate, you may be paid disability benefits during the leave.  Once your paid leave benefits are exhausted, you will be in unpaid status during the remainder of the leave.  Sick, vacation and holiday/personal time will not accrue during any period for which you are receiving short term disability benefits or are in unpaid status.

Notice Required.  If the need for leave is foreseeable, you must notify us at least thirty days prior to the date the leave is to begin.  If the need is not foreseeable, you should provide as much notice as practicable.  The request for leave should be made in writing and include the reason for the leave and amount of time required.  If the leave is needed because of a serious health condition, whether yours or that of a family member, you will be required to provide us with a health care provider's certification, on a form we will supply, to support the need for the leave.  In the case of leave taken because of your own serious condition, certification of your ability to return to work may also be required.

Effect on Benefits and Employment.  Coverage under HRDC's group health plan will continue at no additional expense to you during any period that you are on leave under the FMLA.  You will, however, be required to continue paying your portion of the premium for your own and any dependent coverage, as well as any contributions to the Flexible Spending Accounts, should you wish to keep such coverage in effect.  Coverage under HRDC's life and long term disability policies will be continued in accordance with the provisions set forth in our general Leave of Absence policy.  Should you fail to return to work after the expiration of your leave, you may, depending on the circumstances, be required to refund to HRDC any health insurance premiums paid on your behalf during the leave.

Upon return to work from leave under the FMLA, you will be placed in the position you held prior to the leave or in one which, in HRDC's judgment, is equivalent in pay, benefits and other conditions and terms of employment to that held prior to the leave.  If you are considered a key employee under the FMLA, however, we are unable to guarantee reinstatement.

The provisions set forth above are a brief summary of the entitlements and requirements under the FMLA.  It is our intention to administer the policy in a manner consistent with regulations issued by the Secretary of Labor.  Questions regarding the FMLA should be directed to the Personnel Director. 
B.  EMPLOYER PROVIDED BENEFITS

1.  LEAVES & ABSENCES 

a.  General:  Leaves & absences may be paid or unpaid and are granted to an eligible employee for specific purposes, personal reasons and other reasons deemed to be in the best interest of HRDC.

b.  Administrative Leave:  Administrative leave is time off (in increments of no less than a full day) given to exempt (salaried) employees that is not chargeable to any other form of leave, as determined by the Executive Director or Department Director.

c.  Annual Leave 
(1)  Eligibility: All Regular and Limited full and part-time employees, who work at least 4 hours per day and 20 hours per week, shall be eligible to earn paid annual leave in accordance with the following policies.  No annual leave is earned by any substitute or temporary employee hired from outside of the Agency or by any regular or limited part-time employee who works less than 4 hours a day/20 hours a week (casual employee).

(2) Schedule I (Union Positions):  Annual leave is earned monthly during the current program year and computed and credited to the employee on the first day of the following program year and is available for that employee's use during that program year.  Leave earned and not yet credited does represent an entitlement but cannot be used by the individual before the first day of the following program year. Union employees should consult the Collective Bargaining Agreement for specific details concerning the earning, accrual and usage of paid annual leave.

(3) Schedule II & III (Non Union Positions):  Annual Leave is earned bi-weekly and is computed and credited to the employee each pay period when it becomes available for the employee’s use.  Annual Leave is earned and accrued in proportion to the number of hours the employee is regularly scheduled to work utilizing a days-per-pay-period multiplier in accordance with the chart below:
	FOR SCHEDULE II & III EMPLOYEES

	End of Program Year
	
	Maximum Earnable

	Status
	Multiplier
	Leave per Year

	1-12 months
	.1923 days/pay period
	5 days

	13-24 months
	.3846 days/pay period
	10 days

	25-72 months
	.5769 days/pay period
	15 days

	73-132 months
	.6538 days/pay period
	17 days

	133-180 months
	.7692 days/pay period
	20 days

	181 and above months
	.9615 days/pay period
	25 days


(4) Carryover – there is no limit to the number of hours an employee may carry over from year to year.  However, after an employee who has accrued an amount of credited-but-unused leave of 200 hours, that employee shall earn no additional leave until such time as his/her leave balance falls below the pre-established maximum.

(5)  First Year Employees: All employees must be employed a minimum of 6 working months and successfully complete the probationary period before they can take annual leave. Annual leave shall accrue for regular employees during this period and shall be credited to the employee’s leave account at the end of 6 months.  
(6) Scheduling and Using

(a)  Generally speaking, to make annual leave meaningful to the employee, annual leave should be taken at least one week at a time.  However, it is recognized that from time to time it may be mutually beneficial for the employee to take annual leave in less than weekly increments.  Approval is left to the discretion of the Supervisor.

(b) Annual Leave planning should begin as soon as the program year starts.  Employees are responsible for receiving advanced approval through the annual leave request form. (See Appendix AA)

(c) Supervisors will review and approve requested dates based on operational needs.    HRDC will attempt to sched​ule annual leave at the convenience of the employee, however, the needs of the Agency must be considered as paramount.  .        

(7)  Miscellaneous

(a)  Pay-In-Lieu of Annual Leave 

(i)   An employee who leaves employment may be eligible to receive pay in lieu of annual leave.  Whether an employee is eligible to receive such pay is governed by the separation procedures outlined in Chapter XIII.    Pay-In-Lieu of Annual Leave is not available to employees who have not yet completed their probationary period.        

(ii)  Pay in lieu of annual leave is available in other circumstances only with the permission of the Executive Director.  

(b)  Holidays during paid annual leave:  In the event that a holiday falls during an em​ployee's scheduled annual leave period, the holiday is considered holiday leave and not an annual leave day.

(c)  Illness during paid annual leave:  If, during a period of annual leave, an illness of three or more days occurs, an employee may be granted sick leave for this period of illness, provided the employee notifies his/her Supervisor and requests that the days of illness be granted as sick leave and provide a physician’s certificate upon return to work.

(d)  To the extent available, when an employee is transferred or promoted into another program the employee must take or be paid for all credited-but-not-used and all earned-but-not-yet-credited leave.   If the employee is paid in lieu of taking this leave he/she, upon request to the new supervisor, may receive time off without pay up to the equivalent of the annual leave paid for in the other program at any time (trial period excluded) up to the end of the next complete program year for the program to which the employee transferred.  

d. Funeral Leave: All employees, (with the exception of temporary and substitute employees) are entitled to a leave of absence with pay in the event of a death in his/her immediate family.

(1)  In case of the death of the employee’s spouse or child the Employer shall grant an employee a five (5) day leave of absence with pay.

(2)   In case of the death of a parent, step-parent, step-child, brother, sister, mother-in-law, father-in-law, brother-in-law, sister-in-law, son-in-law, daughter-in-law, grandmother, grandfather, grandchildren, domestic partner or any relative living with the employee, the Employer shall grant an employee a three (3) day leave of absence with pay. 

(3)   In cases with extenuating circumstances such as when substantial travel is necessary, request for leave exceeding the established limits will be forwarded through supervisory channels to the Executive Director for approval. 

(4)  Funeral leave shall not be charged to vacation or sick leave, but shall be an addition thereto.

(5)  Funeral leave for union employees is governed by the terms of the collective bargaining agreement between UFCW and HRDC, 
e. Holidays
	(1) New Year's Day
	  (9) Christmas

	(2) Good Friday
	(10) Martin Luther King Day

	(3) Memorial Day
	(11) Lincoln's Birthday

	(4) Independence Day
	(12) Washington's Birthday

	(5) Labor Day
	(13) Maryland Day

	(6) Thanksgiving Day
	(14) Columbus Day

	(7) Day after Thanksgiving 
	(15) Veteran's Day

	(8) Day before Christmas
	


       (1)  Holidays 1-9 shall be observed in accordance with Federal or State designations.  If said designations are in conflict, the Executive Director shall designate the day on which any such holiday shall be observed. Casual employees will be paid only for those holidays, (1-9) that when observed, fall on a day they are regularly scheduled to work.  Continuous Operation Employees see paragraph(s) (4)(b) below.    

(2)  Holiday leave taken is paid as an employee's regular workday.  

(3)  Employees will get paid only for holidays that fall during the week in which they are working.  Continuous Operation Employees -- see paragraph (4)(b) below.
(4)  Whenever a holiday falls on Saturday, it shall be observed on the preceding Friday. Continuous Operation Employees -- see paragraph (4)(b) below.

(5)  Whenever a holiday falls on Sunday, it shall be observed on the following Monday. Continu​ous Operation Employees -- see paragraph (4)(b) below.
(6)  The right to pay for holidays shall be forfeit​ed by an employee whose:

symbol 183 \f "Symbol" \s 10 \h   absence is un-excused on workday prior to and/or after the holiday     
symbol 183 \f "Symbol" \s 10 \h   is on leave of absence without pay when the holiday occurs; 

symbol 183 \f "Symbol" \s 10 \h   is furloughed when the holiday occurs; or

symbol 183 \f "Symbol" \s 10 \h   is eligible for disability pay for illness or injury (Worker's Compensation or disability).               

(7)  If work is required on a holiday 1-9, all non-exempt employees shall receive time and one-half (1 1/2) time-off which must be taken during the same workweek.

(8)   Eligibility

(a)   Regular and Limited employees are eligible for holidays 1-15.

(b)  Casual employees are eligible for holidays 1-9 only when the holiday (or the day on which the holiday is observed by the Agency) falls on a day they are regularly scheduled to work.

(c)  Substitutes and Temporary employees are eligible only for holidays 1-9 and only if they are scheduled to work and work the day before and the day after the holiday (or the day on which the holiday is observed by the Agency.)  All other temporary or substitute employees are not eligible for holiday pay.

(d)  Probationary Employees - Probationary employees can earn, and to the extent earned may use Holiday/Personal days during their probationary period.  

(9)  Holiday/Personal Leave Days 

(a) For employees other than continuous operations employees, Holidays 1-9 are observed by all eligible employees on the day they occur.  Special arrangements for holidays 10-15 for these employees are described below:

(i) To provide increased access to programs by clients, HRDC will conduct normal opera​tions on holidays 10-15.  Employees may take holidays 10-15 as personal days.  An employee is eligible to "bank" the holiday in order to take as a Personal Day if he/she works or is on Agency sick leave the day the holiday falls.  

(ii) Personal days in lieu of holidays may only be taken as earned.  Use of holiday per​sonal days must be arranged with the employee's supervisor by submitting Form # 160 (Appendix Y).  When using a holiday personal day, the holiday used must be noted on the time sheet, as "holiday", and state the holiday used.

(iii) It is the employee's sole responsibility to monitor his/her own Holiday/personal leave balance(s.)  Holiday/personal days not used in the fiscal year in which they are earned are lost, they cannot be carried over from one fiscal year to another.  (Holiday/personal day accrual and use is based on an October 1 - September 30 cycle (HRDC fiscal year) - not an individual employee's program year.)  

(iv)  Personal days are taken on any day that is mutually acceptable to the employee and the immediate supervisor.  For Head Start/Early Head Start personnel, HRDC may designate Holidays 10-15 to be taken on an exact date estab​lished by the Program Director. 

(v)  Exempt Employees see also Chapter V., Section D. for additional rules governing the use of Personal Days.

(b)  Continuous Operation Employees

(i) Because of the nature of the duties of the classification continuous operation employ​ee such an employee must of necessity work some holidays.  It shall be the policy to permit each continuous operation employee to observe the maximum number of holidays 1-9 on the observed date as is consistent with the requirement to ade​quately serve clients.  Employees required to work holidays 1-9 receive 1 1/2 rate of pay or 1 1/2 compensatory time off.  The supervisor shall have the final discretion on designating holidays that a continuous operation employee may observe on the date they fall.

(ii)  Any of the holidays 10-15 which the con​tinuous operation employee cannot observe on the date it falls will be observed as a personal day.  

(iii)  Personal days are taken on any day which is mutually agreeable to both the employee and the supervisor.

(iv)  A holiday shall be considered to fall on the actual date of the holiday.  Saturday and Sunday holidays designated by the Federal and State government to be observed on a Friday or Monday will be considered Saturday or Sunday holidays for continuous operation employees and the designated Friday and/or Monday will be considered to be normal working days.

(v)   A continuous operation employee is entitled to holiday pay regardless        of whether he or she was scheduled to work on the day the holiday        falls.
(c)  Union Employees must submit holiday leave applications in accordance with the terms of the Union Contract.

f.  Jury Leave

(1)  Jury leave is available to all employees except tempo​raries and substitutes. Time off for jury duty is granted to all employees, in accordance with applicable law.  If you are absent for jury duty, you must provide your Supervisor with a copy of the subpoena, jury certificate, or court order before leave is granted, and again upon your return to work.  When you receive a notice to report for jury duty, notify your Supervisor immediately.  
(2)  The time required for jury duty is not chargeable to other types of leave for the first two weeks of jury leave.  The employee will submit a statement to the Finance Department Secretary from the court as to the amount of jury fees that he/she received.  The combination of jury fees and Agency pay shall not exceed that which the employee would normally be paid had he/she worked.

(3)  When an employee is excused from jury service, either temporarily or permanently, on any scheduled workday, the employee shall promptly report to complete any remaining hours of his/her scheduled workday, but in no case shall he/she be required to report after 3:30 p.m.

(4)  Union employees should refer to the Union Contract for information on their eligibility for paid jury leave.
g.  Leave of Absence (Without Pay)
A leave of absence without pay may be granted for valid general, personal, or educational reasons to eligible employees.

(1)  Employees requesting a leave of absence must submit a request on HRDC Form # 170 (Appendix SS), through supervisory channels, in writing for approval.  All leave without pay will be granted at the discretion of the Executive Director with the exception that the employee's Department Director may grant leave prop​erly documented up to 30 days without pay.  Requests must state the reason for the absence, the desired beginning and ending date, a statement con​cerning the amount of annual leave available, if any, and why it is not being used for this purpose, and the individual's intention concerning self payment of medical insurance (see paragraph (6) below.)  Following approval, the Program Director/Manager will initiate a Status Salary Change Form (HRDC Form # 130, Appendix JJ) and attach a copy of the approval thereto.  A separate Status Salary Change will be submitted when the employee returns.

(2)  The maximum number of months that the Executive Director may grant an employee leave is not to exceed three months after one year of employment and nine months after three or more years of employment.  

(3)  HRDC may permanently fill the leaving employee's position during his/her absence.

(4)  Any unused credited annual leave in the current program year will be used prior to commencement of leave unless a special request is made to the Execu​tive Director and a waiver granted.

(5)  Annual leave benefits do not accrue to any employee during a leave of absence without pay, however, the period covering the leave is counted for the purpose of determining the employee's "end of program year status" in computing annual leave benefits.  Holidays falling during such a period will neither be earned nor be paid.

(6)  Employees must make arrangements to pay their own medical insurance premiums during periods of leave if they want to continue medical coverage.

(7)  Because of the tenuous nature of funding and the potential necessity to abolish positions to accommodate budget constraints, the Agency can make no guarantee of work upon return from the leave of absence.

(a)  For Non-Union personnel HRDC makes no guarantee, to place a person who is scheduled to return from leave and whose job has been abol​ished into another vacated position for which the person is qualified, and at the rate of pay for the new position.

(b)  For Union employees scheduled to return from leave and whose job has been abolished, the Agency will recognize Union Seniority and bumping rights procedures set forth in the Union contract.

(8)  Unless the leave is extended by the Executive Direc​tor for just cause prior to its scheduled end, an employee who fails to return to work at the end of a leave of absence is regarded as having resigned from his position.

(9)  Union employees should refer to the Union Contract to determine their seniority and bumping rights.

h.  Military Leave
The Uniformed Services Employment and Reemployment Rights Act (“USERRA”), protects all employees who perform “voluntary or involuntary” service in the Armed Forces, including the Air National Guard, the Army National Guard, the Public Health Service and other service categories spelled out by the President.  Employees taking a military leave are required to give proper advance verbal and/or written notice to their employer.  Provided that the employees comply with these and certain other requirements, their jobs will be guaranteed for their return from up to five years of military service.  The returning employee will be placed in the position he or she would have attained but for the military service, unless they are not qualified for the position.  The time for the employee to report to his employer at the end of his military service varies from one week to 90 days, depending on the length of the service.

After the military employee returns from service, his or her job is guaranteed certain legal protections, over and above those of other employees, depending on the length of military service.

HRDC may not be required to reinstate an employee after military service if the employee is dishonorably discharged, or if HRDC has experienced such changed circumstances that reemployment is impossible or unreasonable, or would create an undue hardship. Also, employees who work only for brief, non-recurrent periods prior to taking military service may not be entitled to reinstatement.

Employee benefits are also protected by law during individuals’ military service.  A military leave is not deemed to be a “break in service” for seniority and other benefits.  The leave is supposed to be included, for example, in any calculations of vesting rights for pension benefit plans.

HRDC will continue health insurance benefits for employees engaged in military service under the same conditions as apply to other types of leaves of absence.  Such benefits may terminate in accordance with the benefit plan documents.  However, COBRA continuation coverage will be provided in that circumstance. 

Employees taking military leave will not be required to use accrued vacation or paid time off during the leave.  However, they will be permitted to use such accrued paid leave if they so request.
i.  Sick Leave
(1)  Policy

(a)  HRDC recognizes that illness may prevent an employee from performing the duties of his/her position; and that if illness caused the em​ployee to suffer a loss in earnings, it would be mutually detrimental to both the Agency and the employee.  In order to minimize the adverse economic effect of illness, HRDC provides its employees a privilege which should be conserved and used only when necessary.  It should never be thought of as leave to be used in lieu of annual or holiday leave but rather as a health insurance program designed for the protection of the employee.  The awarding of sick leave is not an entitlement.  Furthermore, the number of sick days available to an employee is not to be construed as an implied standard of an accept​able rate of absenteeism.  Absences due to illness impede operations, the magnitude of which varies from position to position and program to program. 

(b)  The effective control of sick leave is one of the responsibilities of every Department Direc​tor and Supervisor and is to be considered an integral part of the management process.  It must be remembered that inappropriate use of sick leave is an individual problem that adversely impacts program delivery; therefore, careful consideration should be given to special prob​lems the employee may be experiencing that may cause his/her sick leave usage to be excessive.  The employee and Supervisor bear a mutual responsibility for exploring a course of action which will alleviate the condition which is causing the excessive absenteeism or resolve that the employee is no longer physically qualified for the position and should resign. 

(c)  Sick leave is to be used for personal illness, or medical, dental and other health care ap​pointments of the employee or the employee’s child.  Sick leave also covers pregnancy.  See paragraph (4) -- Pregnancy below.
(2)  Availability: Sick Leave for all employees shall be earned and available for use at the rate of .75 days per pay period for each pays period that the employee is on HRDC’s payroll providing that:

(a)  Total cumulative days earned in any Fiscal Year (10/1 to 9/30) shall not exceed six (6) and that;

(b)  The Sick Leave account balance at the end of any pay period does not exceed the maximum days listed below for the individual’s position category:

	CHART NO.1

SCHEDULE I - UNION EMPLOYEES
	
	CHART NO. 2

SCHEDULE II - NON-UNION  EMPLOYEES


	Position

Category
	
	Max. # of  Sick Leave Days
	
	Position

Category
	
	Max. # of  Sick Leave Days

	12 month Pos.
	
	11.5
	
	12 month Pos.
	
	15.0

	9 - 11+ Month Pos.
	
	10.0
	
	9 - 11+ Month Pos.
	
	13.0

	6 - 8+ Month Pos.
	
	8.5
	
	6 - 8+ Month Pos.
	
	10.0

	< than 6 Month Pos.
	
	4.0
	
	< than 6 Month Pos.
	
	6.0


(c)  Employees can carry forward any unused sick leave at the end of each Fiscal Year up to the maximum days established by Position Category as outlined above in Charts 1 & 2.

(d)  Casual employees earn sick leave at the rate of .75 days per pay period for each pay period that he/she is on HRDC’s payroll to a maximum of 5 days.

(e)  Substitutes, temporaries and employees on leave of absence are not eligible for sick leave.

(f)  Exempt Employees see also Chapter VI, Section E. for additional rules governing the use of Sick Leave.

(g)  First-Year Employees:  Employees do not earn any sick leave prior to the first anniversary of their employment date.  Rather, employees may be allowed the maximum number of days set forth in the charts above for their first twelve months of employment, at the Agency’s discretion.  This time is not earned by the employees during those first twelve months, but is granted at the Agency’s discretion.  Beginning on their first anniversary date, such employees earn sick leave as set forth above.
(h)  Upon permanent separation from the Agency (except those terminated for cause), employees shall receive compensation for up to a maximum of one week’s unused sick leave (if available).  Payment will be computed by multiplying the employee's current hourly rate times the number of weekly hours normally scheduled to work at the time of separation. Employees will not receive any compensation for sick leave during the first twelve months of employment, for they have not earned any, and are only entitled to sick leave at the Agency’s discretion.  An employee who has been granted and has taken sick leave during the first twelve moth of employment, whose employment with the agency ends before completing twelve months of service shall be required to repay the amount of compensation received for those sick leave days. After their first anniversary date such employees shall receive compensation at termination for a maximum of one week unused sick leave (if available). Payment will be computed by multiplying the employees current hourly rate times the number of weekly hours normally scheduled to work at the time of separation."
(3)  Notification and Documentation

(a)  Employees unable to report for work due to illness are required to notify their Supervisor (or designee) as soon as possible prior to the start of the work day.  Failure to do so will result in the employee's absence being recorded as an Un-Excused Absence.  The employee must include in this notification an expected date-of-return.  The Supervisor (or designee) documents the illness on HRDC Form # 180, (Appendix CC) and attaches this form to the employee's time sheet.  All sick leave must be recorded on the payroll time sheet.  When the employee is unable to report to work on the expected date-of-return he/she must again notify his/her Supervisor (or designee) as soon as possible prior to the date-of-return.  This notification must also include a new expected date-of-return.

(b)  Any employee who has been on sick leave in excess of three consecutive days must submit a completed Return to Work Certificate/Employee Status Report (Appendix DD) upon his/her return to work.  The certificate will be attached to the employee's time sheet and must include: the physician's signature, the period of absence and certifica​tion that the employee can return to work.  Failure to submit a physician's certificate may result in appropriate disciplinary action and time being recorded as leave without pay.

(c)  When an employee is off for two weeks, and by the nature of his/her illness or injury expects to be off longer, the employee must submit to his/her supervisor a completed Return to Work Certificate/Employee Status Report (Appendix DD.)  The completed form must be sent to the employee's imme​diate Supervisor after the initial two week time period. Additional information or certificates may be required by HRDC.  Employees failing to comply with the documentation requirements will receive a "Failure to Report" letter from their immediate supervisor (See Appendix V)  Failure to respond to this letter within five calendar days of receipt may result in a determination that the Employee has resigned his/her position.  In addition, any day(s) of absence in excess of the original three consecutive days that are not accounted for by a physician's certificate will not be covered by sick pay provisions. 

(d)  When returning to work after an illness or injury of two (2) weeks or longer, the doctor's certificate presented at the time of return must include, in addition to the normal return to work information, a statement to certify that the employee can return to work on a specified date and is capable of performing the essential functions of his/her position with or without reasonable accommodation.

(f)  In the computation of illness, a seven day week is used.  For example, if an employee is ill on Friday and the following Monday, the employee must submit a physician's certificate in order to be paid for Monday.  Friday, Satur​day, Sunday and Monday are considered days of illness for the terms of this plan.

 (g) Any employee who fails/refuses to return to his/her position following sick leave will be considered to have resigned.

(4)  Pregnancy

(a)  Pregnancy is a health/medical condition and as such, is covered under all the applicable sick leave policies.

(b)  As a medical condition, there is no set time when maternity (sick) leave shall begin.  This is a medical decision to be decided between the employee and her physician.

(c)  Once the decision to begin maternity (medical) leave has been made, the employee shall furnish her immediate supervisor with a Return to Work Certificate/Employee Status Report (Appendix DD) indi​cating when leave shall begin.  See also, Section A. 4. -- Family and Medical Leave of 1993, paragraph(s) (1) (a) (i) thru (iv) above.  All other documentation require​ments for sick leave apply.

(5)  Excessive Use of Sick Leave (and/or Suspected Abuse)

(a)  In order to prevent abuse of sick leave and to insure proper medical attention for employees, Program Directors/Managers, Head Start/ Early Head Start Supervisors, Department Directors and the Executive Director may require an employee to submit a medical certificate signed by a duly authorized physi​cian which authenticates a period of illness of one day or more.  This procedure is not to be implemented unless the employee has been absent for more than four occurrences in a given year, with "year" being defined as the 12 months preceding the last occurrence of sick leave.

(b)  Sick leave is a privilege, not be used for any other purpose than described herein.  If an employee has excessive use of sick leave or has established a sick leave pattern which indicates possible abuse, counseling will result.  Counseling is a process which is to be conducted by the immediate Supervisor and is to be specifically oriented toward identifying and providing solutions to the problem which is interfering with the employee's ability to report to work regularly.  There may be many reasons employees use sick leave, principle among which is a legitimate illness.  Other reasons for chronic absenteeism could include lack of motivation, personal problems or conflict with other goals or com​mitments which the employee has.  It is essen​tial in the counseling process to identify the causes of absenteeism and assist wherever possible, in correcting work-related situations which contribute to employee dissatisfaction.  However, at the same time, the consequences of excessive use of sick leave, i.e., assessment of the employee's continued employment with HRDC and the detrimental impact on the operations must also be explained.

(c)  If a medical condition or series of medical conditions has an adverse impact on program operations, the Agency shall make a determina​tion on a case by case basis regarding the ability of the employee to continue in his/her current position. 

(d)  Employee Performance Evaluations, will consider absen​teeism when rating the employee.

(6)  Continuous Long Term Disability:

(a) Employees with a continuous disabling illness which precludes full performance of all duties for a period of 26 consecutive weeks will be discharged for medical reasons if not able to return to work and perform all duties at the end of the 26 week period.  The calculation of this 26-week period will include periods of furlough.  This continuous illness period includes successive periods of absence due to the same or related causes unless separated by a 60 calendar day period during which the employee is not absent due to these causes.  Successive periods of disability due to entirely unrelated causes are considered one disability unless separated by a doctor's certification that the employee can return to work and successfully perform all duties.                    

(b)  Union employees with a long term disabling illness who have exhausted all sick leave, annual leave, holidays, personal days and disability income coverage will be placed in a leave without pay status, during which time health and life insurance will continue until the end of the 26 week period has been reached.   

(c)  Employees who (by their inability to return to work and perform all duties assigned to their position) have been placed in a continuous long term disability status will receive a letter from the Personnel Director outlining their rights and obligations and the date at which they must return to work or be discharged for medical reasons. (See Appendix X)

(d)  During the period of a long term disability, i.e. periods when the employee is receiving no compensation from the Agency, Annual and Sick leave benefits do not accrue and paid holidays that fall during this period are neither earned nor paid.             

(7)  Additional

Union employees’ right to leave is governed by the terms of the Union Contract.
2.  INSURANCES

a. Union Employees – See Collective Bargaining Agreement for a detailed overview of coverage and eligibility rules.

b. Non-Union Employees -- See Appendix L-4  for an overview of coverage and eligibility rules.

c.  Employee on Leave of Absence:  For coverage during Leave of Absence and while on leave under the Family and Medical Leave refer to the provisions of this Manual governing such leave.
d.  Termination of Insurance Coverage:  All insurance coverage cease at the end of the month in which an employee resigns or is terminated unless the employee is eligible to and elects to continue coverage in accordance with his or her rights under COBRA.  

e. COBRA -- Self Payment of Health Insurance Following Separation:  In accordance with applicable law, if your employment with us is terminated, or if you experience a reduction in hours of employment, and under certain other conditions, then you, your spouse and/or dependent children may be eligible to either continue your present level of health insurance coverage (even if you would otherwise lose coverage) under HRDC's Group Health Insurance Plan, at your own cost, for a period of up to eighteen (18) months (or in some situations up to 36 months), or you may be able to convert your group coverage to individual coverage. Additional details regarding COBRA and insurance conversion rights of employees, their spouses and children are set forth in our Group Health Insurance Plan's Summary Plan Description and/or in other notices distributed directly to covered employees and their spouses. If you are covered by the Plan and you have not received notice of your insurance conversion rights, you should contact the Plan administrator immediately.

3.  TRAINING AND EDUCATION

DEFINITIONS
Training Activities - Any organized presentation of materials and/or information designed to instill or improve skills or increase knowledge the length of which encompasses one work week or less.  This would include everything ranging from a 1-2 hour workshop to a 5 day mini-course offered by any educational or training institution.

Educational Activities - Any organized presentation of materials and/or information designed to instill or improve skills or increase knowledge the length of which encompasses a period greater then one work week).

Required Training or Educational Activities - Any training or educational activity a supervisor re​quires an employee to attend as essential for the employee in the execution of the day-to-day duties of the position for which employed.

Desired Job-Related Training or Educational Activi​ties - Any activity requested by an employee or suggested by a supervisor (for which there is the option for the employee to decline) that is shown to have a potentially positive impact on the performance of current duties.  It could include a single course or a series of courses, degree producing or non-degree producing.

Desired Non-Job Related Training or Educational Activities - Any activity which the employee requests and can demonstrate as an essential part of a struc​tured plan leading to a higher level of capability within this current career field (beyond the require​ments of the current job) or an essential part of a structured plan leading to a new capability in a career field, used by   HRDC, but different than the one in which currently employed (non-job related).  

a.  Policy 

(1) HRDC recognizes and encourages formal and structured employee training and education above and beyond on- the- job training which occurs on a daily basis.  Through these experiences, employees are provided an opportunity to obtain new skills or knowledge which should increase their competency in their present jobs or prepare them for future advancement within the Agency.

(2)  Before approving and/or recommending approval, Super​visors must fully analyze each training or education​al activity under consideration and conclude that the anticipated benefits of the training will be equal to or greater than the time and dollars invest​ed.  Careful consideration must be given to the anticipated impact the employees absence will have on current operations.

(3)  Every effort will be made by all levels of supervi​sion to insure that the limited training/ education funds available are distributed throughout the Agency to serve the maximum number of needs and not channeled to a select few.  Required activities will be given priority over desired activities.

(4)  Any training or educational activity approved and in progress represents a firm commitment on the part of the employee and the supervisors.  Supervisors must work around any day-to-day operational problems that surface after the training/educational activity has begun and will not interrupt the employee's training/educational activity except in very rare emergency situations.  Employees must fully apply themselves to all tasks required within the training/ educational activity and successfully com​plete all required studies/topics.  Failure to do so will result in a requirement for the individual to reimburse HRDC for funds expended.  Furthermore, it may also result in a less than a satis​factory performance evaluation for the period in which the training/educational activity was conducted and/or forfeiture of eligibility for future training/educational benefits.

b.  Procedures  (see Flow-Charts, Appendix QQ)

(1)  Required Training and Educational Activities

(a)  Program Directors will identify, budget (if possible) and schedule those activities essen​tial for the successful performance of all employees they supervise.  Required activities should result in the acquisition of new skills and/or knowledge required of the position.  Activities paid with program funds will be conducted only when authorized by the Program Director and approved by Department Director.  Necessary purchase orders and/or travel claims will be submitted as required.

(b)  In instances where an activity can not be supported by the program budget, Program Direc​tors will prepare and forward a written re​quest through their Department Director to the Executive Director outlining the activity to be funded, the amount of funds required and re​questing funding from CSBG or County Budgets.  Written approval/disapproval will be provided on each request.

(c)  HRDC will pay for all required activities including registration, course fees, books, materials, travel, lodging, etc.  If conducted outside of a non-exempt employee's normal working hours, the supervisor should temporarily change the employee's normal working hours to encompass the training time or provide flex time.
(d)  At the conclusion of the activity: 

(i) The employee must prepare a written report to their supervisor using HRDC Inter-Office Correspondence Form # 540, which evaluates the training provided and its value to his/her position.  A copy of grades (if applicable) or certificates issued should be attached.  All reports should be passed to the Department Director for review with an information copy provided to the Personnel Director for placement in the employee's personnel file.

(ii)  All books and course materials should be placed with the reference material of the office in which the employee works.                      

(e)  Employees attending required training and educational activities are fully compensated for their activity. Therefore, performance in the training or educational course must be used as measure of overall performance on the per​formance evaluations prepared for the period involved.

(2)  Desired Training or Educational Activities

(a)  General

The availability of Agency funds to help an employee pay for the cost of a course will vary from Department to Department and from year to year.  It is the Depart​ment Director's responsibility to ensure that if money is available it will be allocated in an equitable fashion and to give all employees fair consideration for financial assistance.

Where applicable, “in-state” tuition rates (as determined by the education institution) will be the maximum amount payable to/for an employee by the Agency.  The amount of all other training/education expenses will be determined by the Department Director after considering the following factors.  In no case will registration, activity fees, books, park​ing, or other non-course related fees be paid for by the Agency or its Departments. 

(i)  Job Related Training Activity (per event)

symbol 183 \f "Symbol" \s 10 \h   Fees and training materials

symbol 183 \f "Symbol" \s 10 \h   Mileage at the prevailing rate-max 350 miles for entire course

symbol 183 \f "Symbol" \s 10 \h   Meals and lodging - 5 days max.

symbol 183 \f "Symbol" \s 10 \h   Work time with pay - 5 days max.

(Travel time can be included in work time up to the employees regularly scheduled daily hours.  )

(ii)  Non-Job Related Training Activity

symbol 183 \f "Symbol" \s 10 \h  Up to any amount listed above for job related training.

symbol 183 \f "Symbol" \s 10 \h Will only be considered after all job related activities have been satisfied.

(iii)  Job Related Educational Activity

symbol 183 \f "Symbol" \s 10 \h  “In-State” tuition rates

symbol 183 \f "Symbol" \s 10 \h Flexible work schedules to accommo​date courses that are only offered during normal duty hours.

(iv)  Non-Job Related Educational Activity

symbol 183 \f "Symbol" \s 10 \h  Up to any amount listed above for job related education.

symbol 183 \f "Symbol" \s 10 \h Will only be considered, after all job related activities have been satisfied.

(b)  Within any given program year, priority will be given to those employees who previously have requested, but not re​ceived, funds for educational purposes.  Job related activities should be given priority over non-job related activities.

(c)  An employee working toward a degree must submit a Degree Development Plan from an accredited institution and signed by a career counselor.   

(d)  If the Agency pays for all or part of the expenses, the employee must acknowledge in writing that if the course is not complet​ed satisfactorily or if the employee resigns or is terminated in a one year period, the employee must refund the amount paid by the Agency.  

(e)  In order to qualify for Agency funds, employees who wish to enroll for college courses while they are on a furlough must have the course request approved by their supervisor prior to enrolling in said course.  The funds approved for the course will be paid to the employee upon his/her return to work from a scheduled furlough.  Employees in a permanent reduction in force status are excluded from these benefits.

(f)    In order to qualify for Agency funds, an employee must: 

(i)  not be on probation, and

 (ii) have received Satisfactory or above on his/her two most recent Performance Evaluations.

(3)  Requests

(a)  The employee completes Section I & IV of HRDC Form # 250 (Appendix EE) and presents it to his/her Program Director.

(b)  If Program funds are available the Program Director takes action on the request, completes Section V and forwards copies of the approval/disapproval to the individual, Department Director, Personnel Director (Personnel File) and Director of Finance.  The original copy is returned to the requester.

(c)  If Program funds are not available and the Program Director believes the activity is needed, he/she will forward the Form 250 through the Department Director to the Executive Director for consideration of funding from CSBG or County funds.  Written approval/disapproval will be given on each request.  

(d)  A copy of approved requests that include financial support will be attached to the Agency Document submitted to obtain fund​ing; i.e., purchase orders and/or travel claims.

(4)  Follow-Up Activity

(a)  At the conclusion of an Agency sponsored activity the employee must:

(i) Complete Section VI on the original Form 250 and forward it and a copy of the grades/certification of completion through supervisory channels to the Personnel Director for inclusion in their personnel file.  Failure to successfully complete an educational/training activity and provide proof of completion to the Personnel Department within thirty (30) days of completion will result in the employee being disqualified from further access to desired education/training funds for a period of twelve (12) months.

(ii)  File a travel claim if Agency funding was requested and approved.  Attach a copy of the approval to the travel claim.

4.  RETIREMENT
a.  Union Employees:  The retirement program for employees covered by the Union Contract is governed by the terms of that contract. 

b.  Non-union regular full-time and regular part-time employees are eligible to participate in a separate 403(b) program.

(1)  Vesting:  Participating employees are always 100% vested in their own contributions. Vested rights to the employer’s contributory matches will be earned at the rate of 20% per year or, stated another way; new employees will be fully vested after five years of service with the agency 
(2) Contributory Match: The agency’s Board of Directors will establish/reaffirm any contributory match contribution percentages each year at the July board meeting to be effective the first pay in October.
(3) Discretionary Match: the Board of Directors may make, in addition to the contributory match, a discretionary contribution in an amount that will be allocated at the end of each Plan Year.  
CHAPTER VII - EMPLOYEE RECOGNITION

A.  EMPLOYEE MORALE:

Policy:  It is the policy of HRDC to ensure corporate identity and promote an attractive workplace and a motivated group of helpful employees.                             

This policy is established to enhance, to the greatest extent practical, employee morale, health and overall welfare.  The programs and communities can best benefit from the efforts of our organization if all of our employees, no matter in what program they may be working, feel an integral part of one, cohesive organization whose purpose is to serve our particular participants and our communities.
Procedure:

The costs of a morale program are specifically allowed for private, nonprofit corporations by OMB Circular A-122, Attachment B, Paragraph 11.  

The following actions and activities may be organized and/or provided to increase the dedication of employees to this organization and to their work.         

· Recreational facilities and activities to possibly include, but not limited to:



* Annual organization-wide picnics

· Improvement of working conditions to possibly include, but not limited to:



* Coffee/tea/hot chocolate



* Providing food during staff meetings or other special events


· Employer/employee relations - including inter-program relations:

* Flowers sent in cases of employee sickness or death in an employee’s immediate family**



* Small tokens of appreciation to the staff members.

· Employee morale and performance 

All costs will be equitably apportioned to all of the corporation’s grants, programs, contracts and/or activities.  All actions and activities of this plan will have prior approval by the Executive Director.

If income is generated from any of the activities, it will be used to offset expenses unless a revolving fund has been established which will belong, irrevocably, to an organized employees welfare fund.

** For this policy, immediate family is defined as spouse, parents, children, siblings, grandparents and grandchildren.  Total cost will not exceed $40.
See Appendix OOO – Employee Recognition Guidance Chart for polices regarding resignations, retirements, etc.
CHAPTER VIII - PERFORMANCE EVALUATION

From time to time we review your job performance, discuss your work-related concerns and your career goals.  We also want to identify and discuss your strong points as well as areas that need improvement. You will receive a formal review on approximately an annual basis.  You may receive an informal mid-year review.  Performance reviews may be conducted more or less frequently, at any time, however, depending on HRDC's judgment as to its business needs.

CHAPTER IX - PERSONNEL RECORDS

A.   PERSONNEL FILES

At HRDC, employees have the right to review their official employment records and reference files.  Reviews must be conducted in the presence of the Human Resources Department at times amenable to both.  Employees may request copies of documents in their employment records; however, they are not permitted to alter, remove, add, or replace any documents.  The Human Resources Department may charge reasonable fees when requested to provide copies of all materials contained in the official employment record or when frequent requests for copies of materials are received from the same employee.

B.    I-9 Forms


Federal law requires that we have properly completed I-9 forms on file for every employee hired after November 6, 1986.  Federal law also requires that we re-verify the continued work eligibility of employees who have only a time-limited work authorization on or before the date their employment eligibility expires.  The same documentation rules apply to re-verification efforts as to original I-9 compliance

CHAPTER X - EMPLOYEE CONDUCT

A.  POLICY STATEMENT

It is the policy of this Agency that certain rules and regulations regarding employee behavior are necessary for the efficient operation of the Agency and for the benefit and safety of all employees and clients.  Conduct that interferes with operations, that discredits the Agency or that is offensive to clients or coworkers will not be tolerated.

B.  DRESS CODE

Policy:  It is the policy of HRDC that each employee’s dress, grooming and personal hygiene should be appropriate to the work situation.

Description:

1. Employees are expected at all time to present a professional, businesslike image to clients and the public.  Acceptable personal appearance is an ongoing requirement of employment with HRDC.  Radical departures from conventional dress or personal grooming and hygiene standards are not permitted.

2. Any employee that has regular contact with the public must comply with the following personal appearance standards:
a. Employees are expected to dress in a manner that is normally acceptable in similar business establishments.  Employees shall not wear suggestive attire, jeans, athletic clothing, shorts, flip-flops, t-shirts, novelty buttons, baseball hats (driver exception for company logo only), and similar items of casual attire that do not present a businesslike appearance.

b. Hair should be clean, combed and neatly trimmed or arranged.  Shaggy hair that is not kept is not permissible regardless of length.

c. Sideburns, moustaches and beards should be neatly trimmed.

3. These standards are not exclusive.  Additional forms or style of dress not mentioned can be determined by the Agency to be inappropriate for the work place.

4. Employees who do not regularly meet the public should follow basic requirements of safety and comfort, but should be as neat and businesslike as working conditions permit.

5. Certain employees may be required to meet special dress, grooming and hygiene standards depending upon the nature of their job.

6. At its discretion, the HRDC may allow employees to dress in a more casual manner than normally required.  On these occasions, employees are still expected to present a neat appearance and are not permitted to wear ripped or disheveled clothing, athletic wear or similarly inappropriate clothing.

7. Any employee who does not meet the standards of this policy will be required to take corrective action which may include leaving the premises.  Nonexempt employees will not be compensated for any work time missed due to the failure to comply with this policy.  Violations of this policy may also result in disciplinary action.

C.  TARDINESS

1.   
It is your obligation to notify your Supervisor, as far as possible in advance of your scheduled work day, whenever you will be late or absent, to state the reason for such lateness or absence, and to advise when you expect to return to work.  If your Supervisor is not available when you call, you must leave a message.  The message should include a telephone number where you can be reached.  If you are physically unable to make a personal call, you must have someone else call for you.  Following these steps does not excuse the absence.
2.  Repeated tardiness is subject to disciplinary action.  It must be realized that tardiness, even for reasonable causes, may be a detriment to operations.  In that event, the Supervisor must meet with the employee, determine the reason for tardiness, and select a course of action that will hopefully help the employee work out his/her problem and still provide the program with full coverage.

3.  Schedule I employees and Schedule II non-exempt employees late due to tardiness are paid only for the time actually worked.

4. The documentation of lateness/illness is recorded on HRDC Form #180, which is then attached to the time sheet.  (Appendix CC)

D.  RULES ON POLITICAL ACTIVITY (HATCH ACT)

1.  GENERAL:  

The Hatch Act, a federal law, which restricts the political activity of employees in federally funded programs.  The law defines federally funded programs to include private, non-profit organizations which receive federal funds.  In addition to the federal law, there is a similar state law concerning state funded programs.  Therefore, all HRDC employees are covered under the restrictions of political activity.

One political activity restriction is listed as a rule in Chapter XII -- COUNSELING AND DISCIPLINE, Section B., 1. below.  There are other restrictions.  A summary of the permitted and prohibited activities follows.  Employees are subject to the political activity restrictions while on annual leave, sick leave, leave without pay, administrative leave or furlough.  To the extent that the following summary is in conflict with applicable law, the applicable law takes precedent over the following summary.

2.  PROHIBITED ACTIVITIES

Under the law, you may not;
a. use your official authority or influence for the purpose of interfering with or affecting the result of an election or a nomination for office,
b. directly or indirectly coerce, attempt to coerce, command or advise subordinates to pay, lend, or contribute anything of value to a party, committee, organization, agency, or person for political purposes, or

c. be a candidate for public elective office in a partisan primary, general or special election.  

3.  PERMITTED ACTIVITIES                   

You may (off duty):

a. be a candidate for a public office in a non-partisan election;

b. campaign for or hold elective office in political clubs and organizations, a political party or be a delegate to a national political convention;

c. actively campaign for candidates for public office in partisan and non-partisan elections;

d. contribute money to political organizations or attend political fundraising functions.                   

E.  DRUG AND ALCOHOL FREE WORKPLACE POLICY

 GENERAL POLICY STATEMENT

The purpose in implementing this policy is to provide a drug and alcohol‑free workplace in order to ensure a safe, healthy and productive work environment for all employees.  HRDC will not hire or assign to work anyone whom the Agency knows is currently abusing drugs or alcohol and is not actively engaged in a bona fide drug or alcohol abuse assistance or rehabilitation program.  Further, this policy protects the reputation of HRDC and will help to show cooperation with our customers and communities in their efforts to contribute to safe and efficient operations.  This policy applies to all employees in all job classifications and all applicants for those positions.  Compliance with this policy is a condition of employment and continued employment at HRDC.

In order to protect the safety, health, and productivity of all employees and the general welfare of HRDC, the following actions are considered by HRDC to be unacceptable conduct.  A violation of any of these rules will be considered a major offense which, in HRDC’s judgment, may result in probation, suspension subject to discharge, or discharge.  An employee who is suspected of violating these rules may, in HRDC’s discretion, be suspended immediately pending investigation by management staff involved and the Personnel Director.  Where appropriate in HRDC’s judgment, substances prohibited by this policy will be confiscated and the appropriate law enforcement and other agencies will be notified.

1.
Bringing onto HRDC’s premises, property or job site, having possession of, having present in the body system, being under the influence of, using, consuming, distributing or attempting to distribute, manufacturing or dispensing any form of Controlled Substance, illegal drug, narcotic, depressant, stimulant, hallucinogen, or any kind of perception-altering drug (excepting only the taking of a prescribed drug under the direction of a physician, to the extent it does not impair job performance or threaten safety, health, security or property) drug paraphernalia, at any time during the hours between the beginning and end of your work day, whether or not on HRDC business, premises, facilities, vehicles, property or job site.

2.
Bringing onto HRDC premises, property or job site, having possession of, being under the influence of, using, consuming, distributing or attempting to distribute, manufacturing or dispensing any form of alcohol at any time during the hours between the beginning and end of your work day, whether or not on HRDC business, premises, property, or job site, except (in moderation) for authorized, HRDC-sponsored, social activities or business entertainment purposes.

3.
Having possession of, being under the influence of, using, consuming, distributing or attempting to distribute, manufacturing or dispensing alcohol, drugs or any form of narcotic, depressant, stimulant, hallucinogen, or any kind of perception-altering drug or controlled substance (excepting only the taking of a prescribed drug under the direction of a physician, to the extent it does not impair job performance or threaten safety, health, security or property), off HRDC’s premises, property or job site, and outside your working hours, that could or does adversely affect your job performance, your or other persons' safety, health, security or property, or HRDC’s reputation.

4.
Failing to report within five days of conviction any criminal drug or alcohol abuse statute or other related law.

HRDC's Drug and Alcohol-Free Workplace Policy does not constitute an express or implied contract of employment, nor does it in any way alter employees’ status as at-will employees.

In the event that it becomes necessary to test an employee for the presence of drugs or alcohol, HRDC will conduct such testing in only in accordance with applicable federal or state law.  Specifically, it is the policy of HRDC: To use only State certified laboratories; To inform the person tested, at the person's request, of the address of the laboratory that will test the specimen; To provide any person who has tested positively and whose test results have been confirmed with the following information within 30 days of the date that the test was performed: A copy of the laboratory test including the test results; A copy of this written policy on the use or abuse of controlled dangerous substances; If applicable, written notice of HRDC's intent to take disciplinary action, terminate employment or change the conditions of continued employment; and A statement or copy of the following provisions of Maryland law permitting an employee to request independent testing of the same sample for verification of the test result: 

“Section 17-214 (e)  “(1) A person who is required to submit to job‑related testing, under subsection (b) or (c) of this section, may request independent testing of the same specimen for verification of the test results by a laboratory that:

i.  Holds a permit under this subtitle; or

ii.  If located outside of the State, is certified or otherwise approved under subsection (f) of this section.

 (2) The person shall pay the cost of the independent test conducted under this subsection."

NOTIFICATION OF STATE PROCUREMENT OFFICER
1.  In order to be in compliance with COMAR 21.11.08, the Personnel Director will notify the appropriate state procurement officer (grantor) within 10 days of receiving notice from an employee in accordance with this policy of an employee’s criminal conviction of a drug or alcohol offense occurring in the workplace or otherwise receiving actual notice of a conviction.

2.  Within 30 days after receiving notice from an employee in accordance with this policy of an employee’s criminal conviction of a drug or alcohol offense occurring in the workplace, or otherwise receiving actual notice of a conviction, HRDC will impose the following sanctions or remedial     measures on any employee who is convicted of a drug or alcohol abuse offense occurring in the workplace:      

a.  Take appropriate personnel action against an employee, up to and including termination, 

      or,      

b. Require an employee to satisfactorily participate in a bona fide drug or alcohol abuse assistance or rehabilitation program.

F.  OFF DUTY ACTIVITIES WHICH AFFECT JOB PERFORMANCE

If a personal situation arises that potentially adversely affects the employees ability to perform his/her job duties or the ability to meet the minimum qualifications of his/her position, (i.e. a driver's license has been suspended for a motor vehicle viola​tion) he/she shall notify his/her supervisor immediately.  Fail​ure to do so will result in disciplinary action.

G.  CONFLICT OF INTEREST

There are occasions in which Agency staff and/or members of the family of a staff member are eligible for and receive services and/or benefits from established HRDC Programs.  When these occasions occur it shall be the policy of this Agency that no staff member shall assume the role of the intake worker or advocate (social worker - case manager) on behalf of his/herself or for any family member.  Authorized services and/or benefits will be provided, but all actions required to administer a case shall be accomplished by a separate staff member.  Questions should be directed to the Personnel Director.

H.  SMOKE FREE POLICY

1.  POLICY

a. Smoking is prohibited in all HRDC facilities and Agency vehicles...
b. Smoking is prohibited in all Head Start/ Early Head Start buildings and on all Head Start/ Early Head Start property.  Smoking is also prohibited during all Head Start/ Early Head Start sponsored activities.  

3.  DESIGNATED SMOKING AREAS

The Agency has designated an outside area at each location to serve as the designated smoking area for that particular site.  The area designated should not be in a public access route (such as a front entrance to a building).  Other considerations desired for the designated area include a cover for protection from the weather and close proximity to the main facility.  Note: There are no designated smoking areas for Head Start/ Early Head Start buildings, sites, or activities.  Smoking in, or around, any Head Start/ Early Head Start building, or during Head Start/ Early Head Start sponsored activities, is strictly prohibited.  The designated smoking areas for other locations are as follows:

	19 Frederick Street
	(1) rear of building, outside, covered ramp area, and,

	
	(2)  front of building - away from doors


441 N. Center St. - rear of building, outside

George's Creek Senior Center - outside front area, away from doorway

Westernport Senior Center - back porch area, outside

Frostburg Senior Center - side street, back ramp area, outside

Cumberland Adult Care - rear entrance, outside

Furnace Street - rear entrance, outside

George’s Creek Adult Care - side entrance, outside

Homeless Shelter - outside back porch area

Head Start/Early Head Start Centers – smoking absolutely prohibited at all locations 

4.  CLIENT SMOKING 

Due to the nature of our business in serving a variety of clients in a variety of programs, it is necessary to address the issue of client smoking areas in some HRDC facilities.  Smoking is prohibited at all times in all Agency facilities even for clients.  All persons should always use the designated smoking areas outside of the facility.  Consideration of nonsmokers should be followed in designating these areas.  

I.  Policy Against Harassment Including, but not Limited to, Sexual Harassment

It is the policy and practice of HRDC to maintain and foster a work environment in which all employees are treated with decency and respect.  Accordingly, HRDC has adopted a zero-tolerance policy toward discrimination and all forms of unlawful harassment, including but not limited to sexual harassment.  This zero-tolerance policy means that no form of unlawful discriminatory or harassing conduct towards any employee, client, contractor, or other person in our workplace will be tolerated.  HRDC is committed to enforcing its policy at all levels within HRDC, and any employee who engages in prohibited discrimination or harassment will be subject to discipline, up to and including immediate discharge from employment for a first offense.

Every employee should be aware that all managers and supervisors are absolutely prohibited from making any decision regarding job assignment or reassignment, performance evaluation, compensation, promotion or demotion, termination or commencement of employment, or any other decision involving any tangible employment action, based in whole or in any part on any person’s exposure to, submission to, acquiescence in, or complaint about, sexual harassment or any other form of unlawful harassment or discrimination.

Conduct Covered by this Policy:
This policy applies to and prohibits all forms of illegal harassment and discrimination, not only sexual harassment.  Accordingly, HRDC absolutely prohibits harassment or discrimination based on sex, age, disability, perceived disability, marital status, personal appearance, sexual orientation, race, color, religion, national origin, veteran status or any other legally protected characteristic.

Because confusion often arises concerning the meaning of sexual harassment in particular, it deserves special mention.  Sexual harassment may take many forms, including the following:

· Offensive and unwelcome sexual invitations, whether or not the employee submits to the invitation, and particularly when a spoken or implied quid pro quo for sexual favors is a benefit of employment or continued employment;

· Offensive and unwelcome conduct of a sexual nature, including sexually-graphic spoken comments; offensive comments transmitted by e-mail or another messaging system; offensive or suggestive images or graphics whether physically present in the workplace or accessed over the Internet; or the possession of or use of sexually suggestive objects; and

· Offensive and unwelcome physical contact of a sexual nature, including the touching of another’s body; the touching or display of one’s own body, or any similar contact.

Computer Messaging and Information Systems:
Employees are particularly cautioned that the use of e-mail, voice mail, or other electronic messaging systems, or the Internet, may give rise to liability for harassment.  Employees may not generate, should not receive, and must not forward, any message or graphic that might be taken as offensive based on sex, gender, or other protected characteristic.  This includes, for example, the generation or forwarding of offensive “humor” which contains sexually-offensive terms, or terms which are offensive to any race, religion, national origin group, or other protected group.

Employees receiving offensive messages over the HRDC’s computer equipment, or receiving other unlawfully offensive messages or graphics over the HRDC’s computer equipment, should report those messages to their supervisor or other appropriate manager.

Employees are reminded that HRDC’s computers and the data generated on, stored in, or transmitted to or from the Company’s computers remain the property of HRDC for all purposes.  No employee is authorized to use any HRDC computer, computer system, network, or software for the preparation, transmission, or receipt of sexually offensive messages or graphics, or for other messages or graphics which might be taken as offensive based on any other protected characteristic.

Employees are reminded that HRDC retains the right to monitor its computers, computer systems, and networks to ensure compliance with this requirement.

Mandatory Procedures in Cases of Harassment:
Any HRDC employee who believes that she or he has been subjected to unlawful harassment of any kind has the responsibility to report the harassment immediately to her or his supervisor or director.  If the employee is uncomfortable reporting the harassment to her or his supervisor or director (whether because the supervisor has committed the harassment, or for any other reason whatsoever), the employee must report the harassment to the Personnel Director or Executive Director.

HRDC is committed to taking all reasonable steps to prevent harassment, and will make every reasonable effort promptly and completely to address and correct any harassment that may occur.  However, HRDC cannot take prompt and effective remedial action unless each employee assumes the responsibility of reporting any incident of harassment immediately to an appropriate supervisory employee.

Every report of harassment will be investigated promptly and impartially, with every effort to maintain employee confidentiality.  The complainant and the accused will be informed of the results of the investigation.  If the Company finds that its policy has been violated, it will take appropriate corrective and remedial action, up to and including discharge.

Reporting Without Fear of Retaliation:
No HRDC employee will be retaliated against for reporting harassment.  This no-retaliation policy applies whether a good faith complaint of harassment is well founded or ultimately determined to be unfounded.

No HRDC manager or supervisor is authorized, or permitted, to retaliate or to take any adverse employment action whatsoever against anyone for reporting unlawful harassment, or for opposing any other discriminatory practice in the workplace.

Any employee who feels he or she has been retaliated against in violation of this no-retaliation policy is responsible for reporting the retaliation to management, in the same manner as any other form of harassment or discrimination should be reported.

Questions About This Policy:
If you have any questions at all about this policy, about whether you should report an incident under this policy, or about the company’s commitment to a workplace free of discrimination and harassment, please speak to your supervisor or director.  If you believe it is inappropriate for any reason to discuss the matter with your supervisor or director, please bring your questions to the Personnel Director.

J.  Definition of Clean Driving Record (See Appendix HHH)

 Applies to all positions within the agency that are required (within the duties outlined in their respective job descriptions) to operate motor vehicles.  An employee’s driving record will be considered to be a Clean Driving Record unless it contains or exceeds any of the Disqualifying Conditions outlined in Appendix HHH


K.  MEDICAL EXAMINATIONS
HRDC reserves the right, for the health, safety, productivity and security of persons, property and facilities, in our discretion, to the extent permitted by applicable law, to require applicants for employment and employees to consent in writing and submit to medical or physical examinations by a physician designated by or approved by HRDC, at HRDC expense.

L. PERSONAL PROPERTY

HRDC does not accept the responsibility for your personal property.  We urge all employees to leave valuables at home.  If you lose anything, please inquire at lost and found. If you find anything of value, please turn it in to lost and found immediately.

M. RESPECT OUR POLICIES ON E-MAIL, COMPUTERS AND OTHER COMMUNICATIONS EQUIPMENT
From time to time, HRDC may issue to its employees certain electronic devices or other equipment (“Equipment”).  This policy governs the use of such Equipment.

Use of Equipment for business purposes

All Equipment that is issued by HRDC to its employees is issued for the purpose of furthering the business of HRDC.  Employees are required to limit their non-business use of Equipment, if any, to unanticipated and exigent circumstances.  Any non-business use of Equipment is at the sole and exclusive risk of the employee.

The employee is solely responsible for any claim, expense, damage, or liability that may arise from any non-business use of Equipment.  Any use of Equipment which is not supported by documentation or other information sufficient, in the sole discretion of HRDC, adequately to demonstrate the business nature of that use, shall be deemed to be non-business use.  Any billing, costs, or other expense attributable to any non-business use of Equipment issued to an employee is the sole responsibility of the employee, and will be billed through to the employee by HRDC. 

Ownership and review of data

HRDC at all times retains ownership of, and title in, any Equipment provided to any employee (except to the extent title or an interest remains vested in a third party provider of Equipment).  HRDC also retains ownership of all business data sent to or from, generated on, contained on, or transmitted or received by, all Equipment.  Accordingly, HRDC has, and expressly reserves, the right to inspect any data contained in, received or transmitted by, generated on, or sent to or from, any item of Equipment.  Such an inspection may take place at any time, with or without notice to the employee, and for any purpose deemed acceptable by HRDC in its sole discretion.  

Employees are not authorized to transmit business data from any item of Equipment to any person other than in furtherance of the business interests of HRDC.  Thus, for example, an Employee may not transmit business data from an item of Equipment to the Employee’s home computer system for personal use, use by a friend, or use by another Firm.

Notwithstanding any other provision of this policy, employees are strictly prohibited from using any Equipment in any manner which may violate any federal, state, or local law, regulation, or ordinance.  Employees are not authorized to use any Equipment in any unlawful manner, and no officer or other employee of HRDC has the ability to authorize unlawful use of any Equipment.  Employees are responsible for ensuring that her or his use of any Equipment complies with all applicable laws.

Without limiting the generality of the foregoing, employees are specifically prohibited from using any Equipment for any of the following purposes: unlawful surveillance, wiretapping or eavesdropping; the retrieval, receipt, viewing, storage, or transmission of obscene, pornographic, or offensive communications; and harassment of any person, including sexual, racial, religious, and other forms of unlawful harassment.

Care and maintenance of equipment

Employees should take the utmost care to ensure that any Equipment entrusted to them remains in good operating condition, is not abused, and is not lost.  An employee who damages, destroys, or loses any item of Equipment through her or his own negligence, her or his intentional act, or the negligence or intentional act of another person to whom the Employee has entrusted the Equipment (other than another Employee), is responsible for the full repair or replacement cost for the Equipment, at HRDC’s election.  (Due to changing models and technology, replacement cost may be calculated for a comparable, newer model of similar equipment.)

An employee to whom Equipment is issued will be required to execute a written authorization statement, permitting HRDC to withhold from her or his salary any payments to be made pursuant to this Policy.
N.  WIRELESS PHONE USE

1.  Employees using cellular phones in the conduct of agency business must adhere to all federal, state or local rules and regulations regarding the use of cell phones.  

2.  Employees are prohibited from using cell phones while driving.  Should an employee need to make a call while driving, he/she shall locate a lawfully designated area to park and make the call.  In an extreme emergency (reporting an accident, for example) have a non-driving co-worker or passenger make the call.

O.  RESTRICT PERSONAL PHONE CALLS
While personal phone calls are permitted, they must be kept to a minimum.  Calls should be made or received only when necessary, and be as brief as possible.  Personal long distance calls are not to be charged to HRDC.

P.  FOLLOW OUR GUIDELINES FOR ENTERING AND LEAVING
All non-exempt employees may enter the premises no earlier than fifteen (15) minutes prior to the beginning of the shift, and are required to leave the facility within fifteen (15) minutes following the end of your shift.  Except for these fifteen (15) minute periods before and after the shift, you are not permitted access to HRDC jobsites and other HRDC facilities during off duty hours.

Exceptions to this rule will be permitted by HRDC to allow attendance at scheduled functions of HRDC or to attend to HRDC business in our administrative or supervisory offices, such as special meetings, the submission of insurance forms, or claiming paychecks.

Q.  POLICY ON WORKPLACE VIOLENCE

It is HRDC’s policy to promote a safe environment for its employees.  HRDC is committed to working with its employees to maintain a work environment free from violence, threats of violence, harassment, intimidation, and other disruptive behavior.

Violence, threats, harassment, intimidation, and other disruptive behavior in our workplace will not be tolerated.  Such behavior can include oral or written statements, gestures, or expressions that communicate a direct or indirect threat of physical harm.  Individuals who commit such acts may be removed from the premises and may be subject to disciplinary action, up to and including discharge.

We need your cooperation to implement this policy effectively and to maintain a safe working environment.  If you observe or experience violent, threatening, harassing, intimidating, or other disruptive behavior by anyone on HRDC premises, whether he or she is a company employee or not, report it immediately to your supervisor.  All reports will be taken seriously and will be dealt with appropriately, in the discretion of HRDC.

If you have any questions about this policy, please contact Director of Personnel.

CHAPTER XI COUNSELING AND DISCIPLINE
A.  POLICY STATEMENT

It is the policy of this Agency that all employees are expected to comply with HRDC's standards of behavior and performance.  The objective of this disciplinary policy is to assure that employees know what is expected of them, when performance or conduct is below acceptable standards, and that non-compliance with these standards will be remedied.  Furthermore, it is the intent of this policy to give clear guidelines as to what must be done to improve and within what time frames improper or prohibited behavior will be corrected.      
B.  GENERAL LIST OF INFRACTIONS

1.  GENERAL LIST OF INFRACTIONS

The following enumeration of infractions is not meant to be an exhaustive list.  HRDC reserves the right to discipline employees for other just causes.  

The following can warrant disciplinary action ranging from Written Warning to Immediate Dismissal:
1.  Stealing private or Agency property.

2.  Removing Agency property from premises (Unauthorized removal)

3. Falsification of any Agency records, document, or misrepresentation of material   information.

4.  Gambling or fighting on Agency property.

5.  Insubordination or willful disobedience in carrying out reasonable requests of Supervisor or  

     designee.

6.  Deliberate destruction or unwarranted abuse of Agency property.

7.  Violation of the policy on drug and alcohol abuse...
8.  Breach of confidentiality.

9.  Interpreting, by public announcement, Agency policy without authority of Executive 

     Director.

10.  Outside employment during Agency hours.

11.
Violation of any safety, fire prevention, health or security rule, policy or practice

12.  Willful obligation of expenditure of project funds for purchase or rental of goods, space, or services which benefit the employee directly or indirectly.

13.  Unexcused absence from work.

14.  Sleeping on the job.

15.  Personal work (other than Agency business) on Agency time.

16.  Inefficiency: failing to do the amount and/or quality of work required.

17.  Ignoring dress code

18.  Reckless driving or speeding while transporting clients or while using Agency vehicles.

19.  Failure to receive approval from Executive Director to serve on any board, task force, or committee, whose appointment is a direct result of his/her affiliation with HRDC.

20.  Representing Agency without authority of Executive Director.

21.  Unauthorized use of telephone for long distance calls.

22.  Excessive personal use of telephone.

23.  Participation in partisan political campaigns during work hours.

24.  Acceptance of gifts or gratuities.

25. Failure to report to a Supervisor, an accident in which you were involved or witnessed dealing with clients, other employees, or Agency property.

26.  The use of profane or abusive language to any employee Supervisor or client.

27.  Failure to abide by any Agency rule, regulation or policy.

28.  Repeated tardiness without reasonable cause.

29.  Malicious criticism of the Agency or any of its employees, on or off the premises.

30. Violation of the Agency’s policy against harassment or discrimination towards an Agency employee or client.

31. Carrying any weapon while on Agency business, jobsite, premises or property without authorization from Executive Director.

32.
Threatened or actual physical violence.

33.
An arrest, criminal complaint, summons to answer a criminal charge, statement of charges, indictment, criminal information or any other criminal charge or conviction of an employee, depending on the particular circumstances and the offense charged, including but not limited to HRDC's judgment as to the potential risk to safety or health of employees, the security of HRDC premises and property, and/or HRDC's reputation.

34. False, fraudulent, misleading or harmful statement, action or omission involving another employee, a customer, HRDC or relations with HRDC.

35. False, fraudulent, misleading or harmful statement, action or omission related to an employment application or any other information provided to or requested by HRDC, whether oral or written; or refusal or failure to timely provide such information.
Note: A series of violations related or unrelated that reveal an undesirable work pattern will be treated as a single re​peated violation and will be subject to discipli​nary action.  

C.  COUNSELING

Employees normally successfully perform their duties and follow existing rules.  On occasion, it may be necessary to point out to an individual behavior or work habits which need to be modified.  Supervisors at all levels are expected to inform employees who are not performing to expectations.  Many times this is accomplished informally by meeting with an employee to advise him of the problem, discuss a resolution to the problem, and to make it clear to the employee what is expected of him to correct the problem.  In most cases this informal approach works.  It is acknowledged, however, that there are situations that, in the judgment of the supervisor, require a more formal mechanism.  What distinguishes the informal counseling session from the formal counseling approach is that, in the latter, the substance of the meeting is committed to writing, given to the employee, and a copy placed in the employee's personnel file.  It must be understood that the counseling session is considered a part of the normal supervisory function and not part of the disciplinary process. We believe that most problems can be solved outside the disciplinary process by straightforward communication and mutual understanding of expectations.  However, should an employee not respond to the counseling approach, and a pattern of behavior (indicated by a series of occurrences related or unrelated) is emerging; the supervisor is expected to take more aggressive action through the disciplinary process. It also must be understood that some problems are more effectively handled through progressive discipline from the onset.

D.  DISCIPLINE

1.  Disciplinary action can be taken when an employee breaks a specific rule, regulation, policy, request or order, verbal or written, or who is not performing his/her job in a manner required.  In administering disciplinary action, the Agency seeks to maintain reasonable consistency and equity by consid​ering, whenever possible, comparable cases.  All the circum​stances should be weighed carefully, considering fully the employee's previous record, his/her character and his/her potential and probable consequences before disciplinary action is initiated.

2.  The following levels of discipline are set forth merely as a guideline.  The implementation of these procedures should not be construed as creating a contract or a guarantee of employment for any specific duration.  Nor should they be construed as preventing, limiting, or delaying the agency from taking disciplinary action, including the immediate discharge of an employee without prior warning, in circumstances where the agency, in its sole discretion, deems such action appropriate.

a. Written Warning (HRDC Form #350) (Appendix TT)

b. Formal Reprimand (HRDC Form #360) (Appendix UU) 

c. Suspension (HRDC Form #370) (Appendix V V)

d. Discharge (Termination for Cause) (HRDC Form #380) (Appendix WW)

CHAPTER XII - RESIGNATIONS, FURLOUGHS,

REDUCTIONS-IN-FORCE, AND TERMINATIONS

A.  DEFINITIONS

1.  RESIGNATION - employee terminates his/her employment volun​tarily.  This may be tendered at any time and must be in writing.

a. Notice:  Employee should give a written two-week notice unless a longer period is required or recommended by contract or the standards or rules applicable to the position.  A copy is to be forwarded to the Personnel Director.

b. Benefits:  An employee who resigns his/her employment with the agency will be paid for any earned-but-unused compensatory time.  To the extent available, employees who have successfully completed their probationary period and who provide proper notice as defined by paragraph 1.a will also be paid for:

·  earned-and-not-yet-credited annual leave,

·  credited-but-unused annual leave,

·  credited-but-unused holiday/personal days, and

·  a maximum of one week’s unused sick leave.

2. FURLOUGHS - Scheduled furlough of employee due to program constraints, e.g., Head Start/ Early Head Start; or employees furloughed due to funding or other consid​erations that were not planned and are temporary in nature.  Employee expected to be recalled at a later date.

a. Notice:  When a furlough becomes necessary, HRDC will attempt to provide a written notice of action to the employee at least 1 month prior to the employee's last working day.  When at least 2 weeks notice of a furlough is not possible, the employee will receive 2 weeks pay in lieu of notice.  In the event of serious conditions beyond the HRDC's control such as severe fire, flood, snow, power failure, robbery or theft, the above 2 week notice/pay requirement does not apply.

b. Benefits:  Employees who are the subject of a furlough will be paid for any accrued-but-unused compensatory time.
3.  REDUCTIONS-IN-FORCE - Position is abolished because it is no longer needed or funding for position was terminated.  Person not anticipated to be recalled in that position.

a. Notice:  When a reduction-in-force becomes necessary, HRDC will attempt to provide a written notice of action to the employee at least 1 month prior to the employee's last working day.  When at least 2 weeks notice is not possible, the employee will receive 2 weeks pay in lieu of notice.  In the event of serious conditions beyond the HRDC's control such as severe fire, flood, snow, power failure, robbery or theft, the above 2 week notice/pay requirement does not apply.

b. Benefits:  Employees who are the subject of a reduction-in-force will be paid for any accrued-but-unused compensatory time.  To the extent available, employees subject to a permanent-reduction-in-force who have successfully completed their probationary period will also be paid for:  

· earned-and-not-yet-credited annual leave,

· credited-but-unused annual leave, 

· accrued-but-unused holiday/personal days, and

· a maximum of one week’s unused sick leave.

4.  TERMINATIONS - (employee is discharged)

a. For Cause 

(1)  Notice:  Given in writing at time of termination.

(2) Benefits:  A terminated employee will be paid for any accrued-but-unused compensatory time.  To the extent available, terminated employees who have successfully completed their probationary period will also be paid for: 

· earned-and-not-yet-credited annual leave,

· credited-but-unused annual leave,

· accrued-but-unused holiday/personal days, and

· a maximum of one week’s unused sick leave. 

b. Due to Expiration of Long-Term-Disability Leave 

(1)  Notice:  Given in writing at time of discharge.

(2)  Benefits:  To the extent available, the employee will be paid for:

· earned-and-not-yet-credited annual leave,

· credited-but-unused annual leave, and

· accrued - but-unused holiday/personal days.

(3)  Miscellaneous:  Following recovery, the employee is also eligible for consideration in any vacancy for which he/she meets the minimum quali​fications.  This eligibility continues for one year following termination.

Consideration for placement must be initiated by the employee by responding to the published position vacancy announcement within the time frame estab​lished.  Union employees' priorities for placement will be as specified in Article 7, Section 2 of the Union Contract.  Non-union employees will be given priority based upon months of service at time of discharge.  Non-union employees would get priority placement on Union vacancies only in those instances where there are no union applicants.  

(For furloughs, recalls, etc., Union personnel should also see Union Contract).

B.  EXIT PROCEDURES

1.  POLICY

a. Employees leaving the employ of HRDC will be responsible for returning all Agency property and/or equipment assigned to them during the course of their employment prior to his/her last working day.  The property shall be returned to the immediate supervisor.  Once the property is returned, a property receipt is issued to the employee with copies to the Personnel Director and Employee's personnel file.  (See Appendix YY)
b. It is the Department Director's responsibility to notify the Finance Department regarding an exiting employee's obligation to repay and/or reconcile outstanding financial obligations.  The exiting employee will be responsible for the settlement of all outstanding financial obligations to the Agency.  

(1)  Exiting employees may be required to repay benefits obtained under the Employee Training and Educational Benefits section of this manual.
(2) Exiting employees will be responsible for returning and/or reconciling travel advancement funds.

c. It is the Department Director's responsibility to notify the Finance Department regarding an exiting employee's:
· amount of pay earned and due on time sheet,

· annual leave and personal day pay owed (if any) in a memo,

· compensatory time owed (if any) on time sheet,

· reimbursable educational/training expenses (if applicable) in a memo; and

· termination date of the exiting Agency provided employee's health care benefits. 

The exiting employee is responsible for notifying the Finance Department and informing them of the proper handling of the employee's final pay check.  The exiting employee has the option of picking up his/her last pay check at the Central Office or having it mailed to his/her home address.

d. Exiting employees (and their dependents) may be eligible to elect to continue insurance coverage in accordance with their rights under COBRA. 
e.  Absent the election of Continuation of Coverage by the exiting employee, (see d. above) the Department of Finance will notify the appropriate Insurance Company that the exiting employee (Name) is no longer eligible for health insurance coverage, (Effective date of coverage termination).

C.  REFERENCE INQUIRIES FOR AGENCY PERSONNEL  

1. Reference inquiries regarding verification of income and employment history on current or former Agency employees are answered by the following personnel, as appropriate:  Head Start / Early Head Start Managers, Program Directors/Managers, Personnel Director, Department Directors, Executive Director, and Department of Finance employees.  All reference requests not initially directed to the above personnel should be referred to them.  No personnel other than those listed are authorized give out references.

2.  When giving references, no information regarding former or current employee is to be released unless that former or current employee, has on file, a signed Employment Reference-Release of Information Form.  The Personnel Director must be contacted to verify that the employee has the appropriate signed documents in his/her personnel file.

3.  If the employee for whom the references are being sought does not have appropriate signed documents in his/her personnel file, the caller, or person writing the inquiry, is to be informed that until the employee gives us written permission to release information, no ques​tion can be answered except employment dates, title and duties of position.

4.  When responding to a request for information concerning a former employee, HRDC will only provide: dates of employment, final position, and final base compensation.     

CHAPTER XIII - PROBLEM SOLVING PROCEDURE,

DISCHARGE APPEAL CONFERENCE, OPEN DOOR AND GRIEVANCE POLICY
A.  POLICY

It is the policy of Allegany County Human Resources Development Commission, Inc. to treat all employees equitably and fairly in matters affecting their employment.  Each employee of HRDC will be provided ample opportunity to understand and resolve matters affecting his or her employment which the employee believes are unjust.  Problem solving procedures are available to all employees, including probationary employees.  For certain issues, union employees should refer to the current contract for grievance procedures.

B.  PROBLEM SOLVING PROCEDURE

During the performance of your duties, questions or problems may occur that affect your work.  The following more formal procedure has been established for your use in resolving these matters.

Step 1.  Within a week of the occurrence of the problem, you may ask for a conference to talk it over with your immediate Supervisor.

Step 2. In the event your Supervisor does not resolve your problem to your satisfaction within a week's time, you may ask (within the following week) for a meeting with your Department Head to talk it over.

Step 3. In the event your Department Head does not resolve your problem to your satisfaction within a week's time, you may ask (within the following week) to talk it over with our Executive Director or her/his designee for final resolution.
Step 4. In the event the Executive Director's decision does not satisfy the employee's grievance, within three working days after the receipt of decision in Step 3, the employee may notify the Board Chairperson in writing of the grievance.  The Executive Committee of the Board, after col​lecting all data concerning the case from the Executive Director, shall review the record of the case and where warranted:
a. Meet with the employee, his representative (should employee choose to have one), the Department Director concerned, and witnesses called by either party.  
b. In the event the Executive Committee of the Board determines that no hearing is necessary, the Committee shall render its decision in writing to the aggrieved  after receipt of the grievance from the aggrieved.

This procedure makes it possible for you to obtain a quick review of your problem through channels up to our Executive Director.  
We recognize that some problem may be of such a personal nature or that, for some other good reason, you may prefer not to discuss the matter within your department or with your Supervisor.  In such a case, you should take the problem directly to our Executive Director immediately.

This problem-solving procedure is your "direct line" to our management -- please use it!  If you fail to follow this procedure in a timely manner, however, it is understood that you will not contest the HRDC’s action further.  Remember that we can't help you solve your problem if you don't tell us about it.

C.  DISCHARGE APPEAL CONFERENCE

If you are suspended subject to discharge, or discharged, for violation of the HRDC’s standards of conduct or attendance as provided in this Manual, you may request an informal conference to discuss your suspension and/or termination.  Your request must be made in writing to our Executive Director within two days of the time you are notified of the suspension or discharge.  If you fail to follow this procedure in a timely manner, it is understood that you will not contest the HRDC’s action further.

If you make a timely request for such a conference, it will be held promptly.  Your immediate Supervisor and/or Department Head, the Executive Director or his/her designee and any other HRDC personnel deemed appropriate by HRDC, will be present.  You will remain in disciplinary status during this meeting, pending the HRDC’s review and decision on your appeal.  No decision on the appeal is final until approved by our Executive Director or his/her representative designated for this purpose.  HRDC’s decision on your employment status will be given to you promptly, and is final and binding on you and all other persons or entities involved in any way, directly or indirectly.

D.
OPEN DOOR POLICY

HRDC has always had a policy that the office of the Executive Director is open to all employees.  So, if everything else fails, and you do not get a satisfactory answer to a problem or you do not get the answer as quickly as you think you should under other communications network channels listed herein, you are free to walk in the open door of that office and address the problem directly with the our Executive Director.

E.  DEFINITION OF NON-GRIEVANCE ISSUES

1.  Any matter which is subject to final administrative review outside the Agency, such as an alleged case of discrimination (see Agency Affirmative Action Plan.)

2.  The content of published policy of the Agency unless alleged to be in violation of federal, state or local laws.

3.  Non-selection for interview or promotion from a group of ranked candidates.

4.  Non-adoption of a suggestion.

5.  Disapproval of a merit increase, performance award, or other kind of honorary or discretionary award, or the awarding of the above to another employee.

6.  A preliminary warning or notice of specific action which, if affected, would be covered under the grievance system.

7.  Performance evaluations.

8.  A furlough or a reduction-in-force resulting in lay-offs or a reduction/increase in work hours

9.  A change in work schedule or work assignment.

10.  A position classification within a level on the grade scale.

F.  DISCIPLINARY ACTION

All appeals of disciplinary action shall be initiated from the third step of the grievance procedure.  Any employee who takes his employment problems outside of the Agency without first attempting to resolve said problems with the grievance procedure outlined above in Section E., Grievance Procedure shall be subject to disciplinary action.  However, nothing in this section shall be deemed to abrogate any legal means of redress in the courts.

J.  PERSONNEL ADMINISTRATION

The Executive Director shall be responsible for overseeing the handling of all employee grievances to ensure that they are processed in accordance with the procedures stated in this section.  Supervisors and Department Directors shall keep the Executive Director informed of all grievances in progress.

CHAPTER XIV - FACILITY CLOSING

DEFINITIONS

 AVAILABLE LEAVE TIME - Accrued, unused annual leave, and/or accrued, unused holiday/personal days and/or accrued, unused compensatory time.

OFFICIAL CLOSING - The appropriate decision maker authorize the program or facility to cease providing services to clients and close its doors to the public.

CODE RED EMPLOYEES - Employees who work in programs that must provide essential services to clients regardless of weather.  (Homeless Services and Head Start/ Early Head Start and Day Care Classroom(s).  Head Start/ Early Head Start, Day Care personnel must report to work only if there is a child or children requiring care that day.)

A.  POLICY:  

1.  The inclement weather procedure was developed to respond to issues raised by employees and with the following considerations in mind.

a. Safety of clients and staff when weather conditions cause hazardous travel.

b. The Agency's duty to continue to provide essential services to clients in certain 

     programs.

c. Acknowledging that the geography in this area may cause some regions to be adversely affected by bad weather while other areas may be less severely impacted, thus creating 

    a situation where some employees could get to work while others could not.

d. Providing work for employees who can get to their job sites that accomplishes two 

     things:

(1)  tasks are completed that usually cannot get done during normal work days and;

(2) offers employees the opportunity to be paid for working rather than using accrued leave time or taking time off without pay.

e. Spending grant funds wisely by paying employees to do meaningful work during      inclement weather days, not for sitting in a center where there are no clients or staying at home when the weather is bad.

f.  Maintaining a method of payment for those employees who cannot get to work or for whom no work is available, by permitting the draw down of available leave time in order     to receive pay for such days.

g.  Ensuring fair treatment regarding pay issues considering there are employees who must report to work regardless of weather to provide essential services and there are those who, given the option of working on bad weather days, and who can get to work, will want to work.

2. Because our greatest priority on inclement weather days is transportation safety, this policy gives each employee (excluding code red employees) the responsibility to decide whether or not he/she can get to work or to remain at work on bad weather days (if there is documented, approved work for them to do.)

3. To ensure there is meaningful work available on inclement days, supervisors, in consultation with employees, develop a list of tasks that can be accomplished by each employee in the absence of clients and supervisors.  The number of days during which these duties can be carried out is not to exceed five.  Depending on the position, meaningful work may be available for less than five days.  The final determination as to the work to be done and the days available to work rests with management.  Exceptions to the five day maximum may be granted by the Executive Director.

4.  In the event of a total Agency closing, the "optional work day" plan will be in effect.  This means that employees who choose to come to work and have approved work to do, may report to work.  Also, if there is a closing after the onset of the work day, employees may choose to remain at work (after the clients have been taken home,) if they have work to do.

5.  To address fair pay issues, this policy allows each employee who has accrued leave to cover time lost due to weather with available leave time.

B.  CLOSING PROCEDURE

1.  TOTAL AGENCY CLOSING

a. Decision Makers -- Executive Director in consultation with Department Directors.

b. Before Onset of Work Day

(1)  Notification - Radio stations will be notified by Executive Director or designee that all office and facilities are closed to clients and that the "Optional work day is in effect."  Exception:  Head Start/Early Head Start Day Care Class, Homeless Services.  These services do not close.  (These employees are called Code Red Employees.)

(2)  Who Works?  Scheduled Code Red employees must report to work and employees who choose to work and for whom there is approved work to do. 

(3)  Compensation:
(a)  Non-Exempt Employees

(i)  Employees Who Work - Will be paid for hours worked with the balance of the work day not worked (if any) to be charged to available leave time or taken without pay. 
(ii)  Employees who do not report to work - May charge the day to available leave time for a full day, or based on leave time available, for partial pay.  In a case where there is insufficient leave time to cover the entire day, the employee may take the balance of the day as unpaid
(b)  Exempt Employees
(i)  Employees who work - Will be paid for hours worked with the balance of the day not worked (if any) to be charged to available leave;  exempt employees may not be docked for a partial day absence if no accrued leave(s) are available .

(ii)  Employees who do not report to work - May charge the day to available leave time for a full day, or based on leave time available, for partial pay.  In a case where there is insufficient leave time to cover the entire day, the employee may take the balance of the day as unpaid.
c. After Onset of Work Day

(1)  Notification - All affected Department/ Program offices will be called.  Radio stations will be notified to inform clients, if appropriate.  The optional workday plan will be in effect.

(2)  Who Works?  

(a)  Scheduled Code Red Employees **

(b)  Employees other than Code Red employees who must stay at work until clients are taken home.

(c)  Employees who choose to work and for whom there is approved work to do.

(3)  Compensation:

(a)  Non-exempt Employees

(i)  Employees Who Work - will be paid for hours worked plus any "grace period" used with the balance of the work day not worked (if any) to be charged to available leave time or taken without pay.

(ii)  Employees Who Do Not Report to Work - may charge the day to available leave time or in a case where there is not leave time available, take the day without pay.
(b)  Exempt Employees

(i)  Employees Who Work - Will be paid for hours worked with the balance of the day not worked (if any) to be charged to available leave;  exempt employees may not be docked for a partial day absence if no accrued leave(s) are available

(ii)  Employees Who Do Not Report to Work - may charge the day to available leave time or in a case where there is not leave time available, take the day without pay day without pay.

2.  PROGRAM/FACILITY CLOSING

a. Decision Makers - Executive Director in consultation with Department Directors.

b. Before Onset of Work Day:
(1)  Notification - All radio stations will be called by Executive Director or designee at least one hour before the earliest start time of employees.  Announcement will state that "optional work day" plan is in effect.

(2)  Who Works?  Scheduled Code Red employees must report to work and employees who choose to work and for whom there is approved work for them to do.

(3)  Compensation:
(a)  Non-Exempt Employees

(i)  Employees Who Work - Will be paid for hours worked with the balance of the work day not worked (if any) to be charged to available leave time or taken without pay.  
(ii)  Employees who do not report to work - May charge the day to available leave time or take the day without pay.

(b)  Exempt Employees

(i)  Employees Who Work - Will be paid for hours worked with the balance of the day not worked (if any) to be charged to available leave;  exempt employees may not be docked for a partial day absence if no accrued leave(s) are available

(ii)  Employees who do not report to work - May charge the day to 

      available leave time or take the day without pay.

c.  After Onset of Work Day
(1)  Notification - All affected Department/Program offices will be called.  Radio stations will be notified to inform clients, if appropriate.  The optional workday plan will be in effect.

(2)  Who Works?  

(a)  Scheduled Code Red Employees **

(b)  Employees other than Code Red employees who must stay at work until clients are taken home.

(c)  Employees who choose to work and for whom there is approved work to do.

(3)  Compensation:

(a)  Non-Exempt Employees
(i)  Employees Who Work - Will be paid for hours worked plus any "grace period" used with the balance of the work day not worked (if any) to be charged to available leave time or taken without pay.

(ii)  Employees who do not report to work - May charge the day to available leave time or take the day without pay.

(b)  Exempt Employees  

(i)  Employees Who Work - Will be paid for hours worked with the balance of the day not worked (if any) to be charged to available leave;  exempt employees may not be docked for a partial day absence if no accrued leave(s) are available.

(ii)  Employees who do not report to work - May charge the day to available leave time or take the day without pay.

3.  AGENCY OFFICES AND CENTERS NOT OFFICIALLY CLOSED

a.  In the event that Agency offices and/or centers do not officially close for any portion of the workday, and serious weather conditions delay an employee from getting to work as scheduled, the employee shall be responsible for contacting his/her immediate supervisor if weather conditions delay the employee from getting to work as scheduled.

b. If an employee requests to leave during the work day because of hazardous road conditions, permission may be granted at the discretion of the supervisor

(1)  Non-Exempt Employees will use available leave time to be paid for the balance of the work day or taken without pay if no accrued leave(s) are available. 

(2)  Exempt Employees will be paid for hours worked with the balance of the day not worked (if any) to be charged to available leave;  exempt employees may not be docked for a partial day absence if no accrued leave(s) are available .

c. If an employee cannot get to work, he/she contacts his/her immediate supervisor as soon as possible.

(1) Non-Exempt Employees will use available leave time to be paid for the work day or take the day without pay if no accrued leave(s) are available.

(2)  Exempt Employees will use available leave time to be paid for the work day or take the day without pay if no accrued leave(s) are available...
F.  CLOSING FOR REASONS OTHER THAN WEATHER

1.  In the event that a facility must be closed because of prob​lems with a building resulting from fire, flood, power fail​ure, robbery or theft or any other conditions beyond the employer's control, management shall endeavor to maintain service to the clients and minimize, as much as possible, hardship on employees.

2.  Management shall have the flexibility to exercise a series of options, including but not limited to:

a. Employees whose job duties can be carried out in another location (as determined by management) may be sent to another location to work.

b. If the building is habitable and does not pose an immi​nent danger to employees' safety, employees may be allowed to work in the building subject to the approval by the supervisor. A five-day work schedule must be submitted by each employee for his/her supervisor's approval prior to the end of the first day the building is closed.

c. Employees who are not dispatched to alternate locations or who do not elect to work under the stipulations described above in para​graph b. can choose to use any accrued annual leave, holi​day/personal days and/or flex time.  All employees who have no accrued time or who choose not to take their accrued leave will be placed on temporary furlough status.

d. It is understood that any option or combination of options shall not be held as precedent setting for future determi​nations. In the severe or prolonged cases of shut-down, management will reserve the right to furlough any or all employees.

CHAPTER XV - CLIENT RECORDS
A.  POLICY

Note: Adult Care Program employees should consult the program’s HIPPA Compliance Manual for further instructions regarding the confidentiality of client records.
1.  HRDC is obligated to collect and maintain client records.  These records are to be kept      confidential to protect the client's rights to privacy.

2.  At the same time, HRDC is obligated to collect, maintain, and make public, statistical data regarding client groups, their geographic concentrations and their needs.  

3.  The difference between statistical information and confidential information is that the client is not identifiable in statistical information.  Examples of statistics (without identifying information) are income, disability, age, size of family, etc.  Identifying information is name, date of birth, social security number, or address.

4.  In addition to releasing information in a statistical fashion, HRDC receives request from other Agencies or individuals to release complete client records.  Such requests, when made on the client's behalf, are sometimes warranted.  Information from a client's file may then be released to the designated individual.  However, no information may be released to anyone unless the CLIENT HAS GRANTED WRITTEN PERMISSION FOR RELEASE OF SPECIFIC     CONFIDENTIAL INFORMATION.  

5. From time to time, HRDC takes photographs of program activi​ties involving clients.  Sometimes these photos are used in newspaper articles or other publications.  However, no client photographs may be released for publication unless the CLIENT HAS GRANTED WRITTEN PERMISSION FOR RELEASE OF HIS/HER PHOTO​GRAPH. (HRDC Form #300, Appendix AAA)
6.  The Freedom of Information Act and the Privacy Act apply only to federal agency records.  The application to HRDC, there​fore, of these acts is limited to specifically named records submitted to the federal grantor agencies (e.g. HHS, DOE).  Those records are named in annual lists in the Federal Register.

7.
A client shall be notified in the event that HRDC receives a subpoena for his/her records.

B.  ACCESS

1.  Client information is to be kept in locked files when not in use.  Records shall remain on the premises of the office in which they are located at all times.

2.  No information about or obtained from, an individual shall be disclosed in a form identifiable with the individual without the individual's or parent/guardian's informed consent.  Clients will sign an HRDC Release of Information Statement (Appendix GGG ) authorizing the individuals outlined below in paragraphs B. 3.and 4. to have access to their client records. 

3.  Access to client's records in all programs is restricted to:

a. Staff involved in direct program planning for the client.

b. Administrators for the program, including Department and Executive Director, for monitoring purposes.

c. Independent Auditors under contract with the Agency

4. When outside consultation, referral, or coordination is neces​sary for a client's program planning, the client's records will be released only after the client has given written permis​sion for that particular organization/individual to have access to designated documents.  

5. Every client, or his/her parents/guardian in the case of a child, has access, upon request, to his/her file.

6. A client may view his/her file at a scheduled time during normal working hours.  An appropriate program employee will be present at the time of the review.  The client is not authorized to remove anything from his/her file; however, upon request, a photocopy may be furnished for a reasonable fee.

7. Head Start/ Early Head Start and Adult Day Care may need, from time to time, to have medical and/or psychological reports on their clients in order to appropriately plan for the client's maximum benefit.  Any psychiatric profiles, medical reports and medical/psychological test scores will be available for client review unless the physician/psychologist states in the report that said disclosures are medically contraindicated.  In those select cases, HRDC will honor the physician/psychologist's opinion and therefore not allow the client to view the record in question.

C.  RELEASE OF INFORMATION

1.  To request information from a client's files, the requester must:

a. Request specific records and/or information contained in the records;

b. Provide HRDC with his/her

symbol 183 \f "Symbol" \s 10 \h   Name

symbol 183 \f "Symbol" \s 10 \h   Address

symbol 183 \f "Symbol" \s 10 \h   Title

symbol 183 \f "Symbol" \s 10 \h   Employer

symbol 183 \f "Symbol" \s 10 \h   Employer's Address

c. State the purpose for requesting the information from the client's record and how the information is to be used;

d. Show just cause for personally viewing the confidential information.

2.  Release of information is at the discretion of the Program Director, with approval of the Department Director.

3.  After it has been determined that the information requested should be supplied, the client or parent/guardian must sign a written permission statement granting release of information.

D.  RESPONSIBILITIES

1.  Each administrator is responsible for:

a. ensuring that the program's client records are kept confidential.

b. ensuring that the program's procedures for records release are consistent with those of the grantor agency, licensing departments and officials, etc.
c. ensuring that clients are apprised of and approve the Uses and Users of the client records.
d. releasing only that information which is absolutely necessary.

2.  Each authorized person with access to the client files is responsible for:

a. ensuring that the client's records remain confidential;

b. locking the files after use;

c. using the information only for that purpose for which the client has given permission.

E.  RETENTION PERIOD

Client records inactive for six years will be destroyed if an audit on the program has been conducted and a letter from the funding source indicated that the audit has been resolved and closed. 

CHAPTER XVI - CLIENT GRIEVANCES

    (This Chapter does not apply to the Head Start/Early Head Start, Energy Assistance and Weatherization Programs which have their own client grievance procedures determined by their funding sources.)

A.  POLICY

It is the policy of HRDC to treat all people equitably and fairly in all matters concerning participation in our programs.  Any program participant or eligible non-participant will be provided ample opportunity to understand and resolve matters affecting their participation which the person believes are unjust, discrim​inatory, or not in compliance with Agency/program rules or poli​cies.  A written copy of the complaint procedure shall be made available to any program participant or eligible non-participant and the presenta​tion of any complaint shall be considered the right of each person without fear of reprisal.

B.  COMPLAINT PROCEDURES

1.  The purpose of the Agency complaint process is to conciliate and resolve the complaint as soon as possible to the satisfac​tion of all the parties involved.

2.  Applicability: Any program participant or eligible non-participant who believes she/he has treated unfairly.

3.  If complaint is believed to be on the basis of discrimination (age, sex, race, color, national origin, religion, handicap or political affiliation), the complaint shall take priority in the assigned duties of the Personnel Director.  

4.  If a complaint is not one of discrimination, the complaint will be resolved following the procedures listed below.

a. Informal Resolution Process.  The participant will discuss problem with the HRDC employee who was responsible for the action in question.  If issue is not resolved to the complainant's satisfaction, then he/she should contact that employee's direct supervisor.  The HRDC supervisor will meet with the principal participant to hear the verbal complaint and render a decision in writing not later than seven workdays after the meeting.  

b. Formal Resolution Process
Step One -- If the participant is not satisfied with the outcome of the informal resolution process, he/she should file a formal written complaint on HRDC's Client Grievance Form (see Appendix BBB) within five workdays of the receipt of the written response from the involved employee's direct supervisor (see Informal Resolution Process).  The 

Executive Director will acknowledge, in writing and within five working days, the receipt of the formal written grievance complaint and inform the complainant as to the date, time, and place of the meeting to resolve the issue(s).

The Executive Director will then meet with the complainant to discuss the problem and shall take whatever reasonable measures deemed appropriate to investigate and resolve the complaint.  The Executive Director will inform the complainant of his/her decision in writing no later then 10 workdays after meeting with the complainant.

Step Two -- If the complainant is not satisfied with the results of Step One, he/she may request a hearing before HRDC's Executive Committee.  This request must be in writing, postmarked not later than five working days after receipt of letter in Step One. 

The Executive Committee's hearing of the complaint will be held within 30 calendar days of the receipt of notice from the complainant.  

The date, time and place of the hearing shall be at the sole discretion of the Executive Committee.  The complainant will be informed in writing as to the date, time and place of the meeting.  The hearing will be conducted in closed session.  The complainant may attend the hearing and may, at his/her own expense, be represented by counsel.  Within prescribed time limits established by the Executive Committee, the complainant must confirm in writing that he/she will attend the hearing and state whether or not he/she will be represented by an attorney and/or have witnesses.  Witnesses may be called by either party.  

The Executive Committee will provide a written determination to the complainant postmarked not later than five working days after the hearing.

Step Three -- Not later than five workdays of the receipt of the Executive Committee's determination, the complainant may submit, in writing, a request to have the HRDC Governing Board review the Executive Committee's decision.  At its next regularly scheduled meeting, in Executive session, the Board of Directors shall review the Executive Committee's findings and render its decision.  This review of the Executive Committee's decision is not intended, nor should it be construed, as another hearing.

The Board of Directors will notify the complainant of its decision within three (3) workdays of the Board meeting.

5.  If, after the Step Three has been completed, the complaint is not resolved satisfactorily for the complainant, he/she may pursue a formal complaint with the agency that provides funding for the specific program, immediately after receipt of the Board's decision.  The complainant must provide written noti​fication to the appropriate County, State or Federal agency of his/her intent to formally pursue the complaint.  This notifi​cation should be filed in a timely manner.

CHAPTER XVII - REPORTING OF CLIENT ABUSE

 

   The policies and procedures which have been developed for this Chapter are predicated on various segments of Maryland Law.  Please review specific program procedures.
 

A. POLICIES

 

1.  REPORTING POLICY

 

It is the policy of HRDC that any staff person who observes, or has reason to suspect, physical or sexual abuse or neglect of a child (under the age of 18) or abuse, neglect, self-neglect or exploitation of a vulnerable adult, shall be required to report the situation in a manner consistent with the Procedures section outlined below.

 

2. DISCLOSURE OF IDENTITY POLICY

 

When following the reporting procedures as outlined below, the [this may not be the appropriate person; the appropriate person may be the director of the particular program] Manager of the Legal Services Program the Director of Personnel Services serves as HRDC's offi​cial contact person.  

 

B.  REPORTS OF CHILD ABUSE

 

PURPOSE

 

The purpose of this policy is to assist in protecting children who have been the subject of abuse or neglect and to comply fully with Md. Code Ann., Fam. Law, the §§5-701 to 5-714, and COMAR 07.02.07.01 to 07.02.07.22.

 

PROCEDURE

1. Any Educator or Human Service Worker who, acting in a professional capacity (such as providing education or care), has reason to believe that a child has been subjected to abuse or neglect has a duty to report the abuse or neglect as detailed below. 
f.  The Educator or Human Service Worker with the first-hand knowledge or observation must be the reporting staff member. It cannot be delegated to a staff member with no such first-hand knowledge.

f.  A telephone report to the appropriate Local Department in the City or County where the child lives or, if different, where the alleged abuse or neglect occurred, should take place as soon as possible (this will generally be the same day the knowledge is obtained).  If the alleged abuse took place outside of Maryland, the report should be made to the appropriate Local Department in the City or County where the child lives. 

f.  Include a note in the client's medical record as soon as the Department of Social Services is notified.  The note should contain the date and hour the alleged abuse or neglect was reported, and to whom.  If Local Department indicates that they will not act on the report, you must immediately notify your supervisor.

f.  Verbally notify all relevant information in a timely fashion to one’s direct supervisor and the Director of Personnel Services.  

 

 

2.   In addition to making a chart entry, fill out ”Report of Suspected Child Abuse" form (DHR/SSA 180) or on   HRDC letterhead, including as much of the following information as you are able to provide:
a. 
the name, age, and home address of the child;

b. 
the name and home address of the child's parent or other person who is responsible for the child's care;

c. 
the present whereabouts of the child;

d. 
the nature and extent of the abuse or neglect of the child, including any evidence or information available to the reporting staff member concerning previous injury possibly resulting from abuse or neglect; and

e. 
any other information that would help to determine:

1)   the cause of the alleged abuse or neglect, and
2)  the identity, if known, of any individual responsible for the abuse or neglect.

f. the original report should be maintained in the medical record in the correspondence section, with a CONFIDENTIAL—NOT TO BE RELEASED stamp on it, (except as noted below.).

     

 

3.  A copy of the written report should be furnished to the following two parties in cases of   suspected abuse: 
· The Department of Social Services to whom the oral report is made, no later than 48 hours thereafter.  


 PO Box 1420
 Cumberland MD 21502

· The local State's Attorney's Office:

          Office of the State's Attorney



59 Prospect Square, Suite 111



Cumberland MD 21502




        

· The Department of Social Services to whom the oral report is made, no later than 48 hours thereafter.

 

5. If the alleged victim is an adult when the incident comes to light, the suspected abuse should be reported in accordance with the above procedure.  The report must be made without regard to the amount of time which has elapsed since the alleged abuse and must be made even if the suspected abuser is deceased. 

DEFINITIONS

Abuse means (1) the physical or mental injury of a child by any parent or other person who has permanent or temporary care or custody or responsibility for supervision of a child, or by any household or family member, under circumstances that indicate that the child's health or welfare is harmed or at substantial risk of being harmed; or (2) sexual abuse of a child, whether physical injuries are sustained or not.
Child means any individual under the age of 18 years.

 
Caregiver means a parent or an individual who has permanent or temporary care or custody or responsibility for supervision of a child, or any household or family member.  

 

Educator or human service worker means any professional employee of HRDC and includes: (i) any teacher; (ii) any counselor; (iii) any social worker; (iv) any caseworker.  

Local department means the department of social services that has jurisdiction in the county: (1) where the allegedly abused or neglected child lives; or (2) if different, where the abuse or neglect is alleged to have taken place.

Neglect means the leaving of a child unattended or other failure to give proper care and attention to a child by any parent or other person who has permanent or temporary care or custody or responsibility for supervision of the child under circumstances that indicate: (1) that the child's health or welfare is harmed or placed at substantial risk of harm; or (2) mental injury to the child or a substantial risk of mental injury..                                                   

Sexual abuse means any act that involves sexual molestation or exploitation of a child by a parent or other person who has permanent or temporary care or custody or responsibility for supervision of a child, or by any household or family member. Sexual abuse includes: (i) incest, rape, or sexual offense in any degree; (ii) sodomy; and (iii) unnatural or perverted sexual practices.

 

C.  REPORTS OF ABUSE OF VULNERABLE ADULTS AND NURSING HOME RESIDENTS

 

 

1.   REPORTING-VULNERABLE ADULTS

 

a.  Vulnerable Adults:  Staff is required to make a report of the abuse, neglect, self-neglect or exploitation of a vulnerable adult by telephone, direct communication, or in writing as soon as possible to the local Department of Social Services [For certain staff members this may exceed the requirements of the law]. 
 

     b. Information Contained With The Report

 
It is important to report complete information about the situation.  If at all possible, the following information should be obtained for vulnerable adults as outlined by Maryland law:
 

        name, age, and home address of the alleged vulnerable adult,    

        name of caretaker,

        relationship of caretaker to vulnerable adult,

        home address of caretaker,

        present whereabouts of vulnerable adult,

        name and address of suspected abuser,

        relationship of abuser to child or vulnerable adult,

        nature of the alleged vulnerable adult's incapacity,

        nature and extent of the abuse, neglect, self-neglect, or exploitation of the  

         
alleged vulnerable adult.  This report should include any evidence or 

          
information available to the report concerning previous injury possibly  

          
resulting from abuse, neglect, self-neglect, or exploitation; and,

        any other information that would help to determine the cause of the abuse, 

          
neglect, self-neglect, or exploitation and the identity of the individual(s) 

          
responsible for the abuse, neglect, self-neglect, or exploitation.

 

2.  REPORTING-NURSING HOME RESIDENTS

 

Any person who believes that a resident of a nursing home has been abused shall report the incident promptly to the appropriate law enforcement agency, the Secretary of Health & Human Services, or the Office on Aging.  The report may be oral or written and shall contain as much information as the reporter is able to provide. 
3.  WRITTEN REPORT TO HRDC      

 

The staff person who initiates this report shall also forward a written report of the incident to HRDC's Director of Personnel Services (Use Form #580 for reporting incidents relating to adults and Form # 590 for reporting incidents relating to children.)  (See Appendix CCC & DDD).

 

The staff person must indicate on the written report that the incident was reported to the appropriate agency and the name, date, and time that the incident was reported and to whom the staff person spoke. 

  

4.  REPORT TO APPROPRIATE HRDC PERSONNEL

 
The Director of Personnel Services shall inform the Executive Director and the following HRDC personnel, via the telephone or in person, of the report involving abuse, neglect, self-neglect or exploitation within 24 hours of the receipt of such a report:

 

a. Director of the Department of Elder and Advocate Resources:  (in the event of alleged adult abuse)

     

b. Head Start/ Early Head Start Program Director: (in the event of alleged child abuse)

 
5.  CONFIRMATION OF A REPORT CONCERNING ABUSE, NEGLECT, SELF-NEGLECT, OR EXPLOITATION

 

No information of reported abuse, neglect, self-neglect or exploitation will be shared with any person, agency, or representative of an agency, including HRDC personnel, other than the appropriate investigatory agency. Only HRDC personnel required to make reports to of abuse, neglect, self-neglect or exploitation and those who have work-related access to the files of the alleged disabled person are to be given information about the reports. HRDC personnel are reminded to keep client information confidential.

While there is no law which mandates the response to an inquiry regarding such as report, HRDC's attorney suggests the following response:  "Because of confidentiality, we will neither confirm nor deny that a report was made."   

 

In the event that an official public agency contacts a staff person in reference to such a report, the inquiring agency should be referred to the Executive Director who will consult with Agency attorney.

 

6.   DEFINITIONS

 

 VULNERABLE ADULT is defined as an adult who lacks the physical or mental capacity to provide for the adult's daily needs.
 

ABUSE means the sustaining of any physical or mental injury by a vulnerable adult as a result of cruel or inhumane treatment or as a result of a malicious act by any person.  

 

NEGLECT means the willful deprivation of a vulnerable adult of adequate food, clothing, essential medical treatment or rehabilitative therapy, shelter, or supervision.

                         

SELF-NEGLECT means the inability of vulnerable adults to provide the vulnerable adult with the services:

 

a. that are necessary for the vulnerable adult's physical and mental health; and

 

b. the absence of which impairs or threatens the vulnerable adult's well-being.  
 

EXPLOITATION means any action which involves the misuse of vulnerable adult's funds, property or person.)

 

EMERGENCY means any condition in which an individual is living that presents a substantial risk of death or immediate and serious physical harm to the individual or others.
 

REQUIREMENT TO REPORT FOR ADULTS notwithstanding any law or privileged communications, each health practitioner, police officer or human service worker who contacts, examines, attends, or treats an alleged vulnerable adult, and who has reason to believe that the alleged vulnerable adult has been subjected to abuse, neglect, self-neglect, or exploitation is required to make a report as soon as possible by notifying the local Department of Social Services. 
CHAPTER XVIII - AMENDMENT PROCEDURES AND AMENDMENTS

A.  BOARD OF DIRECTORS INITIATED

If the majority of the Board of Directors wish to amend these procedures, it may be put to a vote at a regular Board meeting following a recommendation by the Personnel Committee.

B.  UPDATES AND REVISIONS

Updates and revisions can include, but are not limited to typographical errors, editorial changes, and/or policy/ procedural changes.  Policy/procedural changes can include new or revised policies/ procedures.

1.  Updates or revisions to the agency’s Policy and Procedure manual are to be issued using the standard yellow Updates & Revision form.

2.  The standardized form includes columns to list the page(s) to be removed, the page(s) to be inserted and a brief description/reason of/for the changes.

3.  A revised/updated Amendment Log (kept in the front of this P&P manual) will be included each time an Updates & Revision form is issued.  The master copy of the Amendment Log will be kept by the Personnel Department.  An updated version of the amendment log will accompany each issued update packet with instructions to the manual owner to remove the existing amendment log and replace it with the revised one. 

4.  The Department of Personnel Services will maintain a master copy of all Updates & Revision forms issued.

5.  When a revision involves a change in policy or procedures, the effective date change will be included on the right-hand top of the page(s) to be inserted. Typographical or editorial changes will not include an effective date.

6. The Head Start/Early Head Start Policy Council must also approve all amendments to Policies and Procedures.

CHAPTER XIX – HRDC RESPONSIBILITIES

Notwithstanding any other provision of this Manual, all managerial and administrative functions and prerogatives entrusted to and conferred upon employers inherently, expressly, and by law, are retained and vested exclusively with HRDC, including but not limited to the right to exercise our judgment and discretion to take whatever action is necessary to operate HRDC's business, protect its health, property, security, and general welfare; to reduce, contract out, sell, close down, or relocate HRDC's operations or any part thereof; to hire, layoff, direct, discipline, discharge, or increase the efficiency of the workforce in the manner and to the degree HRDC deems appropriate; to set the standards of productivity, maintenance, services, security, research and development; and, in general, to take whatever other actions necessary in HRDC's judgment and discretion to administer HRDC's operations and direct its work force.

Although HRDC from time to time expects to expand the wages, benefits, work rules, services, and policies summarized in this Manual, we reserve the right to alter, amend, reduce or discontinue any wage schedule, policy, work rule or benefit included in this Manual.  The failure of HRDC to exercise any prerogative or function in a particular way shall not be considered a waiver of HRDC's right to exercise such prerogative or function or preclude it from exercising that prerogative or function in some other way.
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By signing this page below, I am acknowledging that I have received and had the opportunity to read, review and understand the contents of this HRDC, Employee Personnel Policy Manual.

Again, any questions, comments, or concerns about the contents of this manual should be addressed to your immediate supervisor, who may seek technical assistance from the fiscal and/or personnel departments.  The HRDC highly values its most precious resource, its employees.  The HRDC intends for this manual to be a valuable resource for all personnel.

_____________________________

_____________

Employee Signature



Date:
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